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[bookmark: _Toc342381028]Introduction
 Welcome to the eOffer/eMod User Guide! This guide will introduce you to the eOffer/eMod system, a web-based application designed to make the contracting process secure, efficient, and interactive. The system allows for a seamless transmission of data from the Vendor/Contractor community to the Federal Acquisition (FAS) contracting offices. This guide is intended for Vendors but can be useful to the Contracting officers (Cos) and Contracting Specialists (CSs) on the other end of the contracting process. 
This guide was written to give an accessible understanding of the different functions of eOffer/eMod for vendors utilizing the system to submit Contract Offers and Contract Modifications. The guide aims to give a comprehensive and easy-to-understand breakdown of the functions of eOffer/eMod with helpful hints and important reminders along the way. 




[bookmark: _Toc342381029]Using the Guide

The eMod/eOffer User Guide is a searchable and easily navigable manual designed to provide the reader with a comprehensive understanding of the eMod/eOffer system. It has also been developed to further the reader’s understanding of the contracting process and explain how eMod/eOffer facilitates contracting from the Vendor’s side.  To continue your learning beyond the information contained in this guide, be sure to consult with your Supervisor for additional training opportunities and direction on how to get personalized assistance.
While reading the User Guide, you will notice the following icons throughout:
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hints
	These items provide the user with shortcuts or tips on how to better perform a particular action.	

	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Cautions
	These items identify potential pit-falls of which the user should be aware.

	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept
	These items identify high level attributes or features of a particular program or system.

	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\remember.png]
	Things to Remember
	These items identify the important points a user should take away from a particular section.



The User Guide contains many hyperlinks that enable a user to jump from section to section quickly and easily.  At any time, a user may also click “Return to Section” to be taken back to the Table of Contents for that particular section.  At the end of each section, you will see a “Return to Table of Contents” link that link straight to the document’s table of contents.  
In MS Word, By default, you open hyperlinks by pressing CTRL while clicking the hyperlink. If you prefer, you can set hyperlinks so that you follow the hyperlinks by just clicking them.  To do this in Word, you click the Microsoft Office Button, and then click Word Options. Click Advanced option menu on the left hand side. Under Editing options, clear the Use CTRL+ Click to follow hyperlink check box.
Key Word searches are also available for users with specific questions.  The user may search for a key word within the document by clicking CNTRL+F and keying in the words for which he or she wishes to search.
If, after searching this User Guide, you still have an unanswered question about the FSS Online system, you may contact the help desk by dialing 866-472-9114 or via e-mail at eoffer@gsa.gov.Their hours of operation are from 8:00 AM to 7:00 PM Monday through Friday Eastern time. 



[bookmark: _Toc342381030]System Purpose and Overview
Under the Schedules Program, vendors can establish long-term contracts with GSA that allow them to do business with customers throughout the Federal government.  In order for vendors to become a “GSA Schedule contractor,” they must first submit an offer in response to an applicable Multiple Award Schedule solicitation.  These solicitations are accessible at the Federal Business Opportunities website – FBO.gov – or, as of 2011, via a link on the eOffer/eMod home page. 
Launched in mid-2004, the eMod/eOffer system is a web-based interface allowing Vendors to electronically prepare and submit Contract Offers and Contract Modifications.  At a high level, the system allows for an interactive, secure electronic environment that simplifies the contracting process from proposal preparation and submission through contract award and closeout.  
The eOffer system is available for more than thirty schedules from Furniture (Schedule 71) and Office Products and Supplies (Schedule 75) to Financial and Business Solutions (Schedule 520) and Professional Engineering Services (Schedule 871).  
eMod enables Contractors to prepare and submit electronic contract modifications for all existing GSA MAS contracts. Multiple eMods may be submitted within a single transaction allowing for a more expeditious process.
The eOffer/eMod system can be accessed via the web at http://eoffer.gsa.gov. Vendors can electronically sign any contract offers or modifications but must do so using their digital certificates.
The following five characteristics form the core benefits for a vendor using the eOffer/eMod system:
· eSimple – User friendly screens lead through the submittal process,
· eSecure – Digital certificates ensure the integrity of proprietary data, 
· eSave – Electronic process reduces delivery costs and delays, 
· eShare – Web-based technology facilitates collaboration on proposal preparation, 
· eSign – Electronic signatures allow offers and mods to be signed quickly and easily.
Return to Table of Contents
 


[bookmark: _Toc342381031]eOffer/eMod Home Page 
The eOffer/eMod homepage can be found by accessing the following URL: http://eoffer.gsa.gov/.  Within the eMod/eOffer system there are three modules within the eOffer/eMod system, easily identifiable on the right-hand side of the screen. 
· Contract Offers (eOffers)
· Contract Modifications (eMods)
Each of these modules serve their own distinct purposes and this user guide will help illuminate the step-by-step processes associated with each. 
[image: C:\Users\ANDREW~2\AppData\Local\Temp\SNAGHTML32dffd6c.PNG]
[bookmark: _Toc342381032]Additional Help within the System
The main eOffer/eMod homepage provides numerous helpful links illuminating some of the important features of the eOffer/eMod system.  General information about each system and other relevant topics can be found under About eOffer.
Included in the Before you Begin section are short reminder checklists which can be used to ensure you, the Vendor, are ready to submit an eOffer or eMod.  These can be viewed as a baseline list of criteria which need to be satisfied before progressing to either submitting an eOffer or an eMod.  
[bookmark: _Toc342381033]Help Videos
Throughout eOffer and eMod you will notice “Help on this page” icons in the top right corner of each screen. If there is a point where you are unsure of what to do on a particular screen, in addition to being able to consult this guide, you will have these help videos at your fingertips.
[image: C:\Users\ROBERT~1\AppData\Local\Temp\SNAGHTML206b378d.PNG]
Clicking on the icon will open a pop-up window with page specific videos, helping you resolve any confusion you are having on a particular section.  
[image: C:\Users\ROBERT~1\AppData\Local\Temp\SNAGHTML207cd468.PNG]

[bookmark: _Toc342381034]Help Desk and Points of Contact
If there are any further questions or suggestions about eOffer/eMod, users may contact General Services Administration by calling 1-866-472-9114 (8:00 am – 7:00 pm (EST) Monday through Friday) or by sending an e-mail to eoffer@gsa.gov. For solicitation/contract related issues and questions, vendors should contact the representative listed in the solicitation or their GSA contracting official.


[bookmark: _Accessing_eOffer/eMod][bookmark: _Toc342381035]Accessing eOffer/eMod
eOffer/eMod is a publically-available system in that it does not reside behind GSA’s firewall.  Its homepage is available to anyone accessing the web by entering http://eoffer.gsa.gov/.  Having said that, there are some key requirements which need to be satisfied in order for a vendor to actually use the system.  
[bookmark: _Toc342381036]System Requirements Overview
In order to ensure the integrity and security of the eOffer/eMod system, four  key requirements must be met before a vendor can put the system to use.  eOffer/eMod uses the latest digital authentication technology to ensure data integrity and supports the electronics signature on the offer or contract modification. 
In order to log-in to the system the following requirements must be met:
1. Digital Certificate – A digital certificate is an electronic credential stored on the web browser that verifies the user’s identity. It is required before a vendor is granted access to the eOffer/eMod system. 
2. Data Universal Numbering System (DUNS) Number – The DUNS number is a unique nine digit identification number assigned to a business entity by Dun and Bradstreet. A valid DUNS number is require to use the eOffer/eMod  system. 
3. Central Contractor Registration (CRR) – To use the eOffer/eMod system, users must have a DUNS Number that is registered in the CCR database. 
4. “Pathway to Success” Training – The final prerequisite to participate in the MAS Schedules program is successful completion of the “Pathway to Success” education seminar. 
Return to Table of Contents
[bookmark: _Digital_Certificates_Overview][bookmark: _Toc342381037]Digital Certificates Overview
In order to sign-in successfully to eOffer, a digital certificate must be present and verified on the user’s computer.  Digital certificates are basically electronic credentials that:
· Asserts the identity of an individual
· Enables eOffer/eMod to verify the identity of the individual entering the system and signing documents.
· Encrypts or decrypts data to ensure that it is securely transmitted.
· Accurate information is stored on a web browser or on a token.
· Creates Digital signatures which are verifiable.


A Digital Signature:
	Is
	Is Not

	· A piece of information based on both the document and the signer’s private key.
· Unique to both the document and the signer.
· Virtually impossible to forge
	· A digitized handwritten signature.
· The type name of an individual
· A secret code, password, or a PIN number.



	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: Each individual accessing the eOffer/eMod system must have a digital certificate installed on his or her computer. Digital Certificates are unique to a single person and cannot be used by another individual or a group.


[bookmark: _Toc342381038]Obtaining a Digital Certificate
As noted above, a digital certificate is required before an individual vendor is able to use either the eOffer or eMod system.  If you do not currently have a digital certificate installed on your computer, the steps below will help you obtain one and ultimately allow you to begin working with eOffer/eMod.
1. To apply for a digital certificate go to the eOffer website, http://eoffer.gsa.gov. 
2. Under the section Before you Begin click on the link Digital Certificates.
[image: ]
3. You will be presented with a page giving you a high-level overview of digital certificates.  In order to obtain a certificate, you will need to visit a digital certificate provider, either IdentTrust or Operational Research Consultants (ORC).  

[image: ]
4. If you wish to obtain a certification from IdentTrust click the IdentTrust link. You will be taken to the site where you can buy a certificate.  Instructions are provided.  For either provider you will need to provide proof of employment and two forms of government issued identification.
5. The IdentTrust GSA Certification procurement site will be displayed.  There a step-by-step instructions provided.  To begin click Buy.
[image: ]
6. If you wish to obtain a certification from Operational Research Consultants (ORC) click the Operational Research Consultants (ORC) link on the eOffer/eMod Digital Certificates page. .
7. The Access Certificates for Electronic Services homepage will be displayed.  Read the information on certificates then click Get Certificate at the bottom of the page.
[image: ]
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: The information you enter must match exactly the information that will be used when using the eOffer/eMod system. The application should be done from the same workstation that will be used to accept the certificate.


8. Whichever certificate provider you choose, make sure you remember your password. Neither GSA nor your Digital Certificate provider can tell you what your password is and you will be forced to buy another certificate.

	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\remember.png]
	Things to Remember: Your digital cert must be an ACES Level 3 certificate “Business Identity Certificate” to ensure that we know who the Government is doing business with and to create a legally binding contract. Industry Partners who currently provide Level 3 Digital Authentication Certificates for the GSA Vendor community are IdenTrust and Operational Research Consultants (ORC).  DOD ECA Certificates are acceptable.


Return to Table of Contents
[bookmark: _Toc342381039]Importing the Digital Certificate into Your Browser
Once you have received your Digital Certificate, you will need to install it on your web browser. The following are instructions for installation on Internet Explorer. 
1. Launch your browser and on the Menu bar click on Tools →Internet Options.
[image: ]
2. Click on the Content tab.
[image: ]
3. Click the Certificates button.
[image: ]
4. Click the Personal tab.
[image: ]
5. Click the Import button.  The import Wizard will launch.
6. Click Next.
7. Click Browse and go to the folder where your certificate is stored.
[image: ]
8. In the Files of type selection under File name, select the .pfx extension type. The certificate should now be available to select. Select it and then click open.
[image: ]
9. Click Next.
10. Select Place all Certificates in the following store (Personal). Click Next.
11. Complete the Certificate Import Wizard by clicking Finish.
[image: ]
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: You may use the same process to Export or Remove a certificate by selecting the appropriate buttons in the Personal tab selection.
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[bookmark: _Toc342381040]Verifying Information on the Digital Certificate
Once your digital certificate is installed and you have backed it up, it is a good idea to verify that all the information is accurate. 
1. Launch your browser, for this example we are using Internet Explorer, and on the Menu bar click Tools →Internet Options. 
[image: ]
2. Click on the Content tab and then Certificates.
[image: ]
3. The Certificate will be seen under the Personal tab. Select it and click View.
[image: ]
4. On the next window click on the Details tab and highlight the Subject field to verify your name
[image: ]. 
5. Scroll down and highlight the Subject Alternative Name verify your email address.
[image: ]
6. Finally, go to the Certification Path tab to verify the path of your certificate
[image: ].
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: The “Certificate Status” box will indicate whether there are any problems associated with your digital certificate.
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[bookmark: _Toc342381041]System Validation of the Digital Certificate
Digital Certificates are required by contractor staff in order to access the eOffer/eMod system. These certificates contain user personal identification information and are used to validate a person’s permission to access the system and perform contract actions.  Upon logging in to the  system, the digital certificate information is validated against the Authorized Negotiators on a contract.  
To begin, click on the Sign In button under Contract Offers (eOffers) or Contract Modification (eMod).  When a user accesses either of the systems, there can be one of several outcomes:
· The user’s digital certificate is validated against the list of Authorized Negotiators on a contract and the user is granted access.
· Either the user has never been listed as an Authorized Negotiator because the original offer was submitted in paper and that user was never added to the electronic system, or the old negotiator has left the company and they are trying to get a new negotiator listed in the table.
· The user was in the Authorized Negotiator list and has either changed their name or gotten a new digital certificate and did not list their details the same way; or the person who initially submitted the vendor’s information entered it into the system differently than what it was listed as on their digital certificate.

If the user’s login attempt falls into the final two scenarios, the system will attempt to validate by using certain combinations of user details.  If a potential match is found in the contract’s list of Authorized Negotiators, the user will be able to select their information from a list and submit that information to the existing Authorized Negotiators/Contract Administrators for approval.  If the existing Authorized Negotiators/Contract Administrators do not take an action with 7 days to approve the new addition, the request is then sent to the CO/CS for approval.  The vendor’s details are then transferred to the Authorized Negotiators/Contract Administrators or the CO/CS for approval.
The validation combinations include:

· Last name and email;




· First name and email;




· Email, only;




· Last name and first name; 





· Last name, only; and





· First name, only





[bookmark: _Toc342381042]Digital Certificate Match Found
If the system finds a match using one of the above validation combinations:
1. Select your name from the list.
2. Click “Initiate Request”, which will trigger an e-mail notifying one of the other Authorized Negotiators on the contract instructing him or her to submit a modification updating the information of the original Authorized Negotiator.  If an Authorized Negotiator is not found, the request is sent to the CO/CS.
3. The Authorized Negotiator or CO/CS, to whom the request was sent, will log into the system and will be prompted to confim adding the user to the contract.
[image: ]
Note that if the authorized negotiator does not respond with a modification within seven (7) days, the system will notify the Contracting Officer to initiate a modification to update the Authorized Negotiator Data.
[bookmark: _Toc342381043]Digital Certificate Not Found
If your digital certificate is not found by any of the validation combinations, you will be prompted to complete an application to be added to the list of Authorized Negotiator.
1. Fill out the fields provided and click Submit Request.
[image: ]
2. An email will be sent to the Authorized Negotiator or, in the case that one cannot be found, the CO/CS for approval

[image: ]
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[bookmark: _Toc342381044]Data Universal Number System (DUNS) Number
A Data Universal Number System, or DUNS, number is a unique nine digit identification number assigned to a business entity by Dun and Bradstreet. It is required to use the eOffer/eMod system and also needed when registering with the CCR database. The DUNS number assignment is free for all businesses required to register with the US Federal government for contracts or grants.
[bookmark: _Obtaining_a_DUNS][bookmark: _Toc342381045]Obtaining a DUNS Number
To obtain a DUNS number:
1. Go to http://fedgov.dnb.com/webform
2. The Dun & Bradstreet homepage will be displayed. 
[image: ]

3. Click the option to request the DUNS number via the web and follow the instructions or you may click the option listed below that to request it by phone.
Return to Table of Contents
[bookmark: _Toc342381046]Registering with the Central Contractor Registration (CCR)
The Central Contractor Registration, or CCR, is a primary registrant database for the US federal Government. CCR collects, validates and stores data in support of agency acquisition missions. The Vendor must be registered prior to the award of a Schedule contract. A DUNS number is required when registering with CCR.   

To register with the CCR:

1. Go to the CCR homepage: https://www.bpn.gov/ccr/default.aspx
2. Click Start New Registration
[image: ]

3. Fill out the New Registration form and click Continue Registration. 
[image: ]
4. Continue with the registration process. Unfortunately, it is too long to document there but thorough instructional screenshots are provided here: https://www.bpn.gov/ccr/handbook.aspx
5. Once you are finished with the CCR registration, move on to the ORCA registration by clicking on ORCA under the Quick Links navigation menu on the left hand side of the CCR homepage.
[image: ]
6. Log in to the ORCA site using your DUNS to add your record. 
[image: ]
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[bookmark: _Toc342381047]Pathway to Success Training
Pathway to Success is designed to assist prospective GSA Schedule contractors in making informed business decisions as to whether obtaining a GSA Schedule contract is in their best interest. The presentation provides background information on the GSA Schedules Program and encompasses a variety of other topics including:
· GSA’s expectations for a vendor to become a successful Schedule contractor;
· Competing as a GSA Schedule contractor in the government marketplace;
· Developing a GSA Schedule-specific business plan; and
· Submitting a quality offer, the proposal submission process, and the GSA Schedule solicitation.
Vendors may attend either a live presentation or complete the web based presentation posted on the Vendor Support Center http://vsc.gsa.gov under the Vendor Training tab 
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: At the time of this guide’s publication (10/1/2011) the Pathway to Success training website was unavailable due to maintenance.


[image: ]
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Once you have fulfilled all of the previously discussed requirements, you are ready to begin using the system.  The homepage for eOffer and eMod is located at  www.eoffer.gsa.gov. 
When you go to the site you will find the Sign In buttons to the three systems on the right hand side. All three systems have the same initial log in. For this example, we will assume this is the first time you have visited the site and wish to log in to the eOffer system.
[image: ]
1. To begin, click on the Sign In button under Contract Offers (eOffers). 
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Key Concept: It is important to note at this point that users should not use the “Back” button on their web browsers. Doing so will cause data to be lost in the process. Use the bottoms at the bottom of each screen or click on different menu options to maneuver through the process.


2. On your first log in to the eOffer/eMod system, you will be required to verify your Digital Authentication Certificate. A dialogue box will open, showing the existing certifications on your system. Select the appropriate certificate and click OK.

[image: ]

3. Click OK on the Private Exchange Key pop-up screen to allow your browser to recognize your certification.
4. The sign in screen requires you to enter your Data Universal Numbering System (DUNS) Number.
a. If you have previously accessed the eOffer/eMod system, your DUNS number should be available from the drop-down menu in the Select previously entered DUNS field.
b. If you have not previously used the system, you’ll need to manually enter your DUNS number.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept:	The DUNS PLUS 4 field is optional. It is an extension to a DUNS number and created by registrants in CCR when there is a need for more than one bank/Electronic Funds Transfer (EFT) account for a location.  Basically the “DUNS plus 4” designation is used to identify specific business units within the overall organizational hierarchy.


[image: ]
5. Click Submit when finished entering in a new DUNS or selecting an appropriate, previously used DUNS number.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution:  If the DUNS number is incorrect or has expired an error message will display. You should contact CCR Help at https://www.bpn.gov/ccr/help.aspx.


6. Once the DUNS number has been validated the eOffer application will be accessed, displaying the MY eOFFERS page.
[image: ]
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept:	The “My eOffers” screen serves as the entry point to the eOffer system.  You can review all of the offers which have been previously worked on (Saved, Submitted, Signed). 



[bookmark: _Preparing_Your_Electronic][bookmark: _Toc342381049]Preparing Your Electronic Contract Offer (eOffer)
 The web-based application eOffer allows companies to electronically prepare and submit a Multiple Award Schedule (MAS) contract proposals to the GSA’s Federal Acquisition Service. It creates an interactive, secure electronic environment that simplifies the contracting process from submission of proposals all the way through to contract award. 
In the past, a vendor’s submission of a contract offer relied heavily on paper-based processes.  Vendors would print a bunch of forms, compile their offers, and mail them in to GSA.  E-mail helped expedite the process somewhat, but there still lacked a centralized system capable of handing the entirety of the offer process.
eOffer, introduced in May 2004, has become the preferred method by which contract offers are submitted to GSA.  This system is available for use on most of GSA’s Multiple Award Schedules (MAS). With a friendly user interface and advanced functionality, eOffer has become an important tool for GSA as well as the vendor community.  
[bookmark: _Toc342381050]Preliminary Steps Before Using the System
The offer process has several basic steps that must be completed outside of the system before you can use eOffer.  First, you must download and read the solicitation that you are making an offer against and complete the required documents for the solicitation.  The solicitations available for eOffers have recently been published to the system directly.  You can access all of the solicitation documents here or by searching for them on FBO.gov.
Gather your company information and create the required documents for the solicitation before starting to complete the information in eOffer.  Once this is completed, you can enter the eOffer application (which requires a digital certificate for authentication), prepare the responses to the offer and submit your proposal. 
Return to Table of Contents
[bookmark: _Toc342381051]Creating a Contract Offer (eOffer)
To sign into the eOffer application and create an offer, follow these steps:
1. Go to the GSA eOffer/eMod homepage.
2. Click the Sign In button under Contract Offers(eOffers).
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Key Concept: The system will access via digital certificate authentication. For detailed login information see section System Requirements to Access eOffer/eMod. 


3. After a successful login, the Sign In page will appear.
4. Select your DUNS number using the drop down arrow if you have previously entered it. If entering a new DUNS number, type it in the field below and click Submit. The MY eOFFERS screen will become visible.
[image: ]
5. First select a solicitation number against which the offer will be submitted. This is found in the drop down menu under Schedule Solicitation.
[image: ]
6. Click the Submit Once button.
7. The Corporate Information page is the first to display. However, if there is an existing contract for that schedule the following informational message will appear.
[image: ]
[bookmark: _Toc342381052]Confirming Your Corporate Information
The Corporate Information page will be displayed with details pulled directly from the Central Contractor Registration (CCR) database. 
1. Verify that all information on the Corporate Information screen is correct.
[image: ]
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	Helpful Hint: The “View PDF” link at the top of the screen will launch the solicitation document if you need to review the contract requirements.


2. If the information is correct, click Save and Continue to move forward.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: If any information on the Corporate Information screen is not correct, click the button Sign Out and Correct Errors in CCR. This will return to the eOffer/eMod homepage. To access the CCR, go to the link Have you registered with CCR and with Orca? under the “Before You Begin” section. After the corrections are made in CCR, the eOffer/eMod system will update in approximately 24 hours. 


3. The Information Saved screen appears indicating that the Corporate Information has been completed (note green checkmark in left menu). Click on Continue. This will take you to the Add Negotiator(s) screen.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: Do not use the “Back” button on the computer screen toolbar since it may lead to loss of dad. Use the buttons at the bottom of each screen or click on sections under the Prepare your eOffer menu on the left to maneuver through the process.


[bookmark: _Toc342381053]Adding your Negotiators
All users that need to access the system to work on a particular eOffer will need to be added as Authorized Negotiators. Multiple Negotiators may be added one at a time, if necessary. The Negotiator’s name and email address must be entered exactly as they appear on their digital certificate. 
Note that it is important to have more than one negotiator assigned to a contract.  In the event that one negotiator becomes unavailable, you should have another assigned to the contract to ensure that a representative from your company can still sign off on agreements with the government.
Additionally, as of February 2012, all negotiators on a contract have been provided “Global Read Capabilities.”  This means that, no matter who has started a contract offer or modification request, an authorized negotiator will have the ability to create, submit, and edit offers and modification requests.
1. To add a Negotiator fill in the mandatory fields indicated with an asterisk (*): Name, Title, Phone and Email. 
2. Select a Role you want to assign to this Negotiator and click Add This Negotiator.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: A negotiator can be assigned one of two roles – One who is authorized to sign and one who is not Authorized to sign.  A negotiator who is “Authorized to Sign” is capable of providing his or her digital certificate to any offers or mods.  This person, essentially, has been granted the authority to bind the company into agreements with GSA.  Someone who is not authorized to sign, however, may prepare an offer, but will not be allowed to sign or submit it.  Note that, there should be at least one Negotiator who is authorized to sign.



[image: ]
3. Once a Negotiator is added it will be listed under Your Negotiators. If you need to add another Negotiator, click Add New Negotiator and repeat the above steps.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: May contractors rely on third party consultants to help prepare offers. Note that it is up to you whether or not you want to grant signing authority to a consultant in this situation. It is not a determination made by GSA.



[image: ]
4. A Negotiator can also be deleted or their information can be edited. Use the Edit and Delete links provided under the Actions column if needed.
5. Once all the Negotiators have been added click Save and Continue. 
[image: ]

6. The Information Saved screen will be displayed indicating that the Negotiator section is complete. Click Continue to move on to the next section.
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[bookmark: _Toc342381054]Adding Your Goods and Services (SINs)
After adding the Negotiators the Goods/Services page will be displayed. The next step is to choose the Special Item Number(s) (SINs) to be included in the offer. The SIN is the identifier for the type of goods or services being offered. Each offer may contain multiple SINs.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: SINs are sub-groups of similar products, services, and solutions found under a particular schedule.  More information on individual SINs can be obtained from GSA E-Library at www.gsaelibrary.gsa.gov.


1. Choose the SIN from the dropdown under the Select SIN field and click Add SIN Details.
[image: ]

2. For grouped SINs, choose the group from the dropdown menu and click Select SIN Group.
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3. Choose the SIN from the dropdown and click Add SIN Details.  The ADD SIN (SPECIAL ITEM NUMBER) DETAILS page will display. Fill in the mandatory fields (*).
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint:  To look up information on a particular SIN, go to the GSA eLibrary at http://www.gsaelibrary.gsa.gov/ElibMain/home.do.


4. Click on the correct NAICS Code from the dropdown menu.  You may have multiple options available to choose from and you should select the NAICS code that is the closest match to the service you are providing.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint:  Selecting the most applicable NAICS code can be tricky as you may not know which NAICS is most relevant to your business/industry.  For more information on individual NAICS codes, visit the Census Bureau website at www.census.gov/www.naics. 


5. Select the correct Scope from the dropdown menu as it pertains to this particular SIN your company is offering to provide.
6. Fill in the Estimated Sales field with the projected annual sales to the government for the particular SIN chosen.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint:  As you prepared to respond to this solicitation, you should have performed some projections as to how much business you plan to do with the government.  One of the solicitation documents that you will later be required to upload includes the Commercial Sales Practice Form, or CSP-1.  In this form, you will have entered projected sales for each of your “to be” SINs.  Take this information and populate it into the text box in the Estimated Sales category.  


7. Check Yes or No in the Commercial Delivery Schedule field, specifying the estimated delivery time. Remember to also indicate the Expedited Delivery Time if applicable.
8. Check Yes or No in the Cooperative Purchasing field.
9. To save the information click Add This Sin.
[image: ]
10. The completed SIN will appear on the Goods/Services page.
11. To add another SIN repeat the process as described in earlier steps
12. To make changes, click Edit. To remove a SIN click Delete.
[image: ]
13. The Information Saved message will be displayed.
14. Click Continue to move forward to the Standard Response section.
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[bookmark: _Entering_Your_Standard][bookmark: _Toc342381055]Entering Your Standard Responses
There are five specific questions that you must respond to in this section, each of which relate to various acts, programs, or administrative issues relating to your GSA Schedule contract offering.  Though there is some information available on screen, in the text below, we identify some of the important elements of each of the questions to which you are required to respond.
[bookmark: _Toc342381056]Disaster Recovery Purchasing Program
Under the Disaster Recovery Purchasing Program, state and local government entities may purchase a variety of products and services from contracts awarded under GSA Federal Supply Schedules to facilitate recovery from a major disaster, terrorism, or nuclear, biological, chemical, or radiological attack.
State and local government entities may use GSA Schedule contracts to purchase products and services in advance of a major disaster declared by the president, as well as in the aftermath of an emergency event. State and local government entities are responsible for ensuring that the products or services purchased are to be used to facilitate recovery.
By selecting Yes to participation in the Disaster Recovery Purchasing Program, your company becomes eligible to provide products or services in the event of a disaster.
[bookmark: _Toc342381057]Exceptions to Terms and Conditions
The Exceptions To Terms and Conditions question basically asks whether or not you agree to all the standard terms and conditions described in the solicitation package.  While reading through the solicitation documents, you should have noted whether there was anything you did not agree with.  If you found a particular clause or term that was not to your liking, you should open a new document, identify the term, and provide your rationale as to why you are taking an exception to the term.
[bookmark: _Toc342381058]Exceptions to ORCA Certs and Reps
The Orca Certs and Reps question is basically confirming that your information in ORCA is up to date.  If there have been any changes to your company information (such as a change in company size, NAICS, etc.), you should answer No and provide information to GSA as to why you have done so.
[bookmark: _Toc342381059]Participation in ARRA
The American Recovery and Reinvestment Act of 2009 provided GSA with several billion dollars for investments in Federal buildings, procurement of more energy-efficient motor vehicles, and additional funding for the GSA Inspector General to provide oversight to the GSA programs and projects funded by the Recovery Act.  With its implementation, new clauses have been added to the contract. You must choose whether or not you agree to these clauses.
[bookmark: _Toc342381060]Participation in E-Verify
The Employment Eligibility Verification or “E-Verify” is an Internet-based system that allows an employer, using information reported on an employee's Form I-9, Employment Eligibility Verification, to determine the eligibility of that employee to work in the United States.  This new system allows you to certify online whether or not all of your employees are eligible to work in the U.S.


1. Respond to all the listed questions and click Save Response.
[image: ]

2. The Information Saved message is displayed. Click Continue and move onto the Solicitation Clauses.
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[bookmark: _Toc342381061]Responding to Solicitation Clauses
In this section, responses to solicitation clauses have to be completed. These Clauses are listed in the three (3) templates that are required.
1. Start with Basic Information template. Click on the Respond link under the Actions column.
[image: ]
2. Check Yes or No to the Solicitation Clause questions and fill-in requested information.
3. Click Add Basic Information to move forward to the next template.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint:  Note the yellow question marks on the screen. Clicking these will provide the full text of the solicitation clause.  



[image: ]
3. The status for Basic Information will change to Complete under the Status column.  The option to Edit or Delete is now available under the Actions column. 
[image: ]
4. In the Actions column, click the Respond link across from Point of Contacts Information. 
5. On the next screen you will add point of contact details for Contract Administration (required), Industrial Funding Fee (optional) and Marketing (optional). 
6. Under *Select Point of Contact Information click the dropdown menu. 
7. Select the type of Contact you are entering. A good place to start is with the “Contact for Contract Administration (Domestic)” entry as this is mandatory, assuming you are a U.S.-based company. If you are incorporated overseas, click the (Overseas) selection.
8. Click Add Point of Contact Details.
[image: ]
4. Fill in all mandatory fields indicated with an asterisk, including Name, Title, address information, phone, and e-mail.
[image: ]
5. Click Add Point of Contact Information.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: Multiple points of contact can be entered by repeating this information.  In some organizations, it is desirable to have separate points of contact for Marketing and Contract Administration, for example.  


6. The point of contact will be listed with the option to Edit or Delete from the Actions column.
7. Click the Back to Solicitation Clauses button.
[image: ]
8. You will note that the Point of Contacts Information status is now set to Complete. 
9. The next template is Ordering Information. Click Respond in the Actions column. 
[image: ]
10. Select Ordering Receipt Information or Remittance Address from the dropdown (both are required) and click on Add Ordering Information Details.
[image: ]
11. Fill in all mandatory fields (*) and click Add Ordering Information.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint:  When selecting facsimile transmission, you do not need to enter the contact information in the area below.  Alternatively toInstead of receiving orders via fax, you can elect to establish an electronic means for receipt of orders.  Select the Computer to Computer Electronic Data Interchange option.  In order to receive orders via EDI, you will need to set up an interface with the government.  
You do not need to set up the interface prior to contract award, however, you do need to provide the contact information for the person who will be responsible for setting up the EDI with the government.  This person will be contacted by GSA after contract award to establish the interface.  



[image: ]
12. Repeat the above steps for the Remittance Address Information.  This could be your primary corporate address or, in the cases of larger businesses, where the sector or department responsible for order processing and payment remittance is located.  
13. Select the choice for receiving orders, fill in the required (*) information and click
 Add Ordering Information.
[image: ]
14. All the added Ordering Information will be listed with the option to Edit or Delete.
15. Click on Back To Solicitation Clauses.
[image: ]
16. The status for the Ordering Information will change to Complete thereby completing the Solicitation Clauses section.
17. Click Save and Continue.
[image: ]
18. The Information Saved screen is displayed. Click Continue.  
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[bookmark: _Toc342381062]Justifying Your Clause Exceptions
If you recall from the Standard Response section, you were asked whether or not you were taking any exceptions to the standard Terms and Conditions.  
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: Skip the next section - Clause Exceptions - and move on to the section on Upload Documents if you did not take any exceptions previously in the Standard Response section.



At this point in the Contract Offer process, the Upload Documents screen will display, if you had previously answered No to Exceptions to Terms and Conditions in the Basic template as shown below. 
[image: ]

If you answered “Yes” to “Exceptions to Terms and Conditions” on the Solicitation Clauses Basic Information page, however, the Exceptions section will need to be completed.
[image: ]

1. You will be presented with a list of contract clauses for taking exception(s). Select the Regulation(s) for which you are taking exceptions by clicking the check box. 
2. Click the Select Regulations button.  
[image: ]
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: If you need to view the clause you can click on the Clause Number which is given as a link. The clause body will open up in a separate window as a PDF.


3. On the next screen you will see an Exceptions Text box as well as the Excerpt From Clause box. 
4. Notice that now you have an Exceptions section in your eOffer menu on the left. Review the Instructions. 
5. To view the clause click on the Clause link. 
[image: ]
6. The clause body will open up as a pdf file. Highlight and copy (Ctrl+C) the text for which the exception is being taken (as demonstrated below).
[image: ]
7. Click in the Excerpt From Clause box and press press (Ctrl+V). The text will get copied.
8. Click the Ready To Edit button. A pop up will display. Click OK.
[image: ]
9. The text you have selected will be replicated in the Exception Text box.
[image: ]
10. Make the changes in the Exception Text box and click Save Exception Text. The application will move on to the next clause with which you had taken exception. Repeat the process. 
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: If exception is being taken to only one Regulation the Save And Continue button will be seen instead of the Save Exception Text.



[image: ]
 
11. If you click the Back to List button the list of contract clauses will be displayed. You will notice that your Exception clauses will be at the top of the list now with the option to Edit or Delete.
12. Click Save and Continue, when done with all the exceptions.
[image: ]
13. Click Continue to move on to the Upload Documents section.
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[bookmark: _Toc342381063]Uploading Your Documents
The Upload Documents screen allows you to provide additional supporting documentation to the offer. This is the final step prior leading up to submission. The mandatory documents required for all eOffers are indicated with an asterisk (*).   If an additional document types need to be uploaded, please use the Other (optional-offeror defined) category. 
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: The list of mandatory documents may change depending upon the solicitation you are responding to. Each solicitation has some requirements that may be unique to it.


By the time you get to this screen, you should have already completed all of the required documents and have them ready to upload.  If you have not, however, you can view the solicitation document by clicking the “View PDF” link to get more information on any of the necessary documents that you still need to complete.

[image: ]
1. Click the Upload link against the category for which you need to attach the document.
2. Click Browse to locate documents to be attached.  Select the document you want to upload.
[image: ]
3. Enter the name of the document in the “What is the document name?” field.  Note that this does not need to be the actual file name. Just give it a name that is relevant.
4. Click on Upload This Document to add the document. This will take you back to the Upload Documents screen.
5. You will notice that the “Status” of the document will change to Uploaded and in the “Actions” column there will be an option to Delete the uploaded document. The document can also be reviewed by clicking the file name which will appear as a hyperlink.
[image: ]
6. Repeat the process to upload all the required documents as well as any optional ones.  
7. Once all the required documents (as well as any additional documentation you want to provide) have been added, click Save and Continue.
[image: ]
8. A confirmation screen will appear indicating that the Attachment Information section is completed. Click Continue to begin the process of submitting the eOffer.
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[bookmark: _Toc342381064]Submitting Your eOffer
Once you make it to the final review screen you should notice that all of the items in the left-hand navigation have check marks next to them.    This means that you are ready to submit your offering.  A confirmation message will be displayed asking if you are ready to submit the eOffer. 

It is recommended that you review each of the attached documents for accuracy and completeness as providing incorrect information may delay your contract award.  


1. Click Yes if you are ready to submit.
2. If you click “Yes” the Final Review screen will be displayed.
3. Review the documents attached earlier in the eOffer process by clicking on the Review link. Be sure to review the accuracy of each of your documents.
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4. Read the Disclaimer carefully and select Yes for both statements (if in agreement) and click Continue.
[image: ]
5. The system will verify the name and email ID of the Negotiators. This information is displayed on the Negotiator & Digital Certificate Details page. Ensure the information is correct.
6. If the information is not correct, it will be indicated under the Status. Go back to the Negotiators section and make corrections and click Submit Offer.
[image: ]
7. A success message will be displayed as shown below after the eOffer is submitted.
8. Exit the application or go to the inbox by clicking the appropriate link.
9. The status of the submitted eOffer will change to “Offer Received” on the My eOffers homepage under Submitted eOffer.
[image: ]
10. After successful submission of the eOffer, you will receive an automated email indicating the receipt of the eOffer. 
11. Look at the Event Log to view the history of a submitted eOffer. 
12. On the My eOffers homepage, click on the number located in the “ID” column under Submitted eOffers.
[image: ]
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: After the submission of an eOffer, it is still possible to Edit or Withdraw the eOffer.


13. The Event Log will be displayed. Click Close when done.
[image: ]

14. Once the eOffer is received, it will be assigned to a Contract Officer (CO) or a Contract Specialist (CS) and a New Offer Welcome Letter will be generated once the processing begins. An example of such a letter is shown below.
[image: ]
15. Under Submitted eOffers the status of the eOffer will change to “Contract Specialist Reviewing” as shown below.
[image: ]
16. While the CO is performing his or her initial review, the vendor will be prevented from making an changes. This will be indicated by the “locked” icon. When the offer is editable an unlock icon will be displayed
[image: ]

17. Upon award of the contract, the Contract Specialist will create a contract package to be approved and signed by the Vendor. For detailed steps, please refer to the Signature Process section.
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[bookmark: _Toc342381065]Post-Submission of Your eOffer
eOffer allows you to perform a number of functions after the submission of your Offer. The following instructions will outline these functions and provide greater clarification in terms of post-submission offer management.
[bookmark: _Toc342381066]Responding to Requests for Clarification Due to an Exception
After the eOffer has been submitted, the CO/CS may have questions regarding a clause exception. In this case, a request for clarification email will be sent to the Vendor.
[image: ]
Open eOffer, Log in, and access the My eOffers window. The eOffer in need of explanation will be displayed under Submitted eOffers with the Status of Provide Clarification.
1. Click on the Provide Clarification link.
[image: ]
The Exception Contract Clauses submitted by Vendor page will be displayed. (Note: the history of Request for Clarifications can be viewed by clicking the view link). 
2. Click Respond.
[image: ]
The exception status page is displayed showing the Submitted Exception Text with comments from CO/CS.    
3. The Revised Exception Text  is pre-populated box. Enter the Exception Clarification.  
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: The history of the negotiations can be viewed by clicking the link at the bottom of the screen


4. Click Save to Draft.
[image: ]
5. The “Status” of the exception will change to Completed.  At this point you also have the option to edit your response. 
6. If you are satisfied with your answer Click Submit Response.
[image: ]
7. The success message will be displayed. The CO/CS will then choose to approve, ask for further clarification or reject the exception.
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[bookmark: _Toc342381067]Rejecting an Exception by a CO/CS
The CO/CS may reject an exception. This is typically done in more extreme circumstances as a CO/CS typically would prefer the vendor to have the ability to provide clarification as to what was being described in their exception. However, from time to time, it does happen.
In cases such as these, you will receive an email notification as shown below, but you cannot respond to the rejection through the eOffer/eMod system.
[image: ]
The offer will still be under evaluation as indicated by the status on the My eOffers page. The only options available to you are to either Edit or Withdraw the offer.
[image: ]
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[bookmark: _Toc342381068]Editing an eOffer after Submission
If a submitted eOffer requires some changes for whatever reason, you have the ability to do so via the Edit Offer functionality. This can be done while the eOffer is under review by the Contract Specialist.
[image: ]
1. From the MY eOFFERS window, click on the Edit Offer button. This will take you to the Corporate Information page.
2. Using the menu on the left under Prepare your eOffer you may go to any section of the offer and make changes. 
[image: ]
3. Once done the offer will have to be re-submitted by clicking on Submit eOffer in the menu. You should see a submission success message.
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[bookmark: _Toc342381069]Rejection of an eOffer by the Contract Officer/Specialist
1. If the Contract Specialist rejects the eOffer an email stating the offer has been rejected will be generated as shown below
[image: ]
2. If the Vendor wishes to resubmit the offer for that particular solicitation, the eOffer will need to be recreated as a new offer. See the next section for instructions.
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[bookmark: _Toc342381070]Re-Submitting an eOffer after Rejection
To resubmit an eOffer that was rejected by the Contract Specialist, Sign In to Contract Offers (eOffers).
1. Once the system is accessed, the My eOffers page will be displayed.
2. The rejected offer can be located under Submitted eOffers with the status of “Rejected”.
[image: ]
3. To re-submit the rejected offer, locate the correct solicitation number (same as the rejected solicitation number) under Select Solicitation and click Submit Online.
[image: ]
4. The System offers an option to import the data from the “Rejected” eOffer. Click Yes on the Confirm Import screen if data is to be pre-populated.
[image: ]

5. Click Continue.
6. Ensure the information is accurate and complete all sections listed in the Prepare Your Offer menu and finally submit the eOffer.    
[bookmark: _Toc342381071]Withdrawing your eOffer
An eOffer may be withdrawn for any reason, at any time, prior to the CO signing the contract package.  
1. To withdraw an offer go to the My eOffers page.
2. Find the offer to withdraw under Submitted eOffers and click Withdraw Offer in the Actions column.
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3. Click Yes on the Confirm Withdraw screen.
4. The status of the eOffer will change to Withdrawn.  
[image: ]
5. The CO/CS will receive an email notifying the offer was withdrawn.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: If you are inactive in the system for more than 30 minutes the eOffer session will time out. Click on eOffer Home and log back in to resume your session.
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[bookmark: _Toc342381072]Preparing an Electronic Contract Modifications (eMod)
eMod is a web based application that allows Vendors to submit their Multiple Award Schedule (MAS) contract modification requests electronically (eMods). eMod uses the digital authentication technology in order to ensure the integrity of data and provides electronic signature capability. A digital certificate is required in order to use eMod. See the section on Digital Certificates for more details.
Using eMod, a Vendor can submit multiple Mods within a single transaction. Different type(s) of mods and their associated sub-types can be selected. Another feature of eMod allows GSA contracting personnel to “split” Mods. For example, a Contracting Officer (CO) has the ability to perform a split if one of the Mods can be done quickly but the other Mod action may require more time to complete. Rather than waiting for both mods to be completed at the same time, splitting the Mod expedites the process.
[bookmark: _Toc342381073]Getting Started with eMod
To access the eMod application, a valid Digital Certificate must be present on your computer.
1. Go to the GSA eOffer/eMod homepage.
2. Click on the Sign In button located in the Contract Modifications (eMods) section. 
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3. On the pop-up window choose the confirm correct certificate (if there is more than one) and click OK. 
[image: ]
4. Select the appropriate DUNS number using the dropdown or manually enter it in the text box and click Submit.
[image: ]
5. On the next screen select the Contract number from the dropdown that needs to be modified, and then click the Select Contract button. 
[image: ]
6. At this time the MY MODIFICATIONS page will be visible where you can create new Mods or work on saved ones or edit submitted ones.   
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: If you are not an assigned Negotiator for a contract the you will be asked to contact the Point of Contact (POC) of your company.



[image: ]
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[bookmark: _Toc342381074]Creating an eMod
Creating an eMod is the bread and butter of the eMod system.  In the following steps, we will show you how to navigate the system to modify your existing MAS contract.  In fact, we will show you how to submit a mod for each of the modification Primary Type and Sub Type.
From the “My Modifications” home page you can see all of the saved, submitted, and signed modifications.  You can create a new eMod (as described below) or edit an existing one.  Note that if you are opting to edit an existing modification, a new “Lock” functionality has been introduced that may not allow you to work on a submission.  If a modification has been locked, there will be a “Closed Lock” icon next to it. If a user wishes to edit a submitted modification they can request to unlock the mod by clicking the “Edit Mod” button. If the mod is already unlocked a user can edit the modification just by clicking the “Edit Mod” button.
1. Click the dropdown box under New Modifications and select the appropriate contract number and click the Select Contract button.
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2. The next screen will list the 8 primary modification types and the sub types within.  
3. Select the modification Sub Type(s) that need to be created and click Submit Online. 
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Key Concept: It is important to note that eMod will not allow you to submit multiple modification requests for the same type of mod action. For example, if you have already submitted a modification for a Website Address Change, the system will prompt you to view the existing Mod rather than allow you to create a new one. 



[image: ]  


	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: As you can see, there are a plethora of different modification types available to you.  For demonstration purposes, we will guide you through the necessary steps to complete each modification types.  You may note above that we are electing to begin with the Additions mod types.


4. The Corporate Information page will be displayed next. Review all the information and click Save and Continue. If something needs to be corrected click the Sign out and Correct Errors in CCR button.
[image: ]
5. Once you click Save and Continue a message saying “Information Saved” will be displayed. 
[image: ]
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: The menu on the left shows the section(s) competed and allows you to jump to any section.


6. Click the Continue button.
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[bookmark: _Toc342381075]Additions Modifications
We will begin with the Additions mod types.  There are 3 sub-types within this category -Add Labor Category and/or Service Offerings, Add Product(s) and Add SIN. We have elected to submit a modification for all three.
1. In the “Actions” column click on the Respond link where the “Status” is incomplete.
 [image: ]
2. On Description for Add Labor Category and/or Service Offering screen, enter a detailed description in the Modification Request box and click Save Description.
3. A goal here is to make the review of the CO as easy as possible. Some information you can provide may include: 
a. The SINs against which the labor category and/or Service Offering is applicable
b. A description of the labor category and/or Service Offering, and
c. The associated duties, responsibilities, educational requirements, and experience required of a person assigned to this new labor category and/or Service Offering.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: Note that “Service Offerings” differ from “Labor Categories” in that they are primarily based on a fixed price versus a labor hour pricing arrangement. Be clear about the modification in your description.



[image: ]
4. [bookmark: _Toc244585643]In the “Status” column, this particular Addition will be shown as Completed and the “Actions” will change from Respond to Edit, indicating that further changes can be made.
[image: ]
5. The Add Products addition can be completed similarly by following the previous steps.
6. To Add a SIN click on the Respond link in the “Actions” column.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: A Special Item Number (SIN) is a number used on GSA contracts in order to identify the type of product or service to be used




[image: ]
7. Select the SIN you want to add to your contract using the drop down.  You may add multiple SINs but you must add them one at a time.
8. Click Add SIN Details. 
[image: ]
9. On the next screen enter the Scope, identifying the locations where you intend to offer products or services related to this SIN 
10. Answer the question under “State and Local.”  Your answer here should indicate whether you want to allow State and Local entities to have access to your services as they relate to this SIN.  Selecting “No” will limit your company to providing services to only Federal customers. 
11. Click Add This SIN. 
[image: ]
12. Note that multiple SINs may be added prior to submitting the Mod.
13. Add additional SINs or click Back to Additions.
[image: ]
14. Once all the Additions are complete the following screen will be displayed. Click Save And Continue.
[image: ]
15. On the Information Saved screen click Continue and the application will proceed to the next Mod if any other Primary Types were selected. If not it will proceed to the Upload Documents section. Here, we have no documents to upload as is indicated by the green checkbox.  
[image: ]
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[bookmark: _Toc342381076]Administrative Modifications
Administrative modifications deal primarily with changes to your company information such as points of contact, company address, website address changes, telephone changes, etc.
[image: ]
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: There are 9 Sub Types available within the Administrative modifications. However the “Subcontracting” sub type is only visible if the Contract requires a subcontracting plan.

	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: If a vendor has performed a company address or name change in CCR, (s)he will be required to execute a contract modification for such a change in eMod.  Upon accessing the eMod system, the vendor will be notified of the name/address change via a pop-up message.  The user will be required to confirm the new name/address and will be prompted to apply the new address to any other schedule contracts that his or her company may hold. 


Select the Sub Type(s) to be modified and click Submit Online button at the bottom of the page.  All the sub types (except Sub-Contracting Plan) are selected in this example
1. On the Corporate Information page click Save and Continue (not shown here) if everything is correct. Click Continue on the “Information Saved” message (not shown here).
2. On the Respond to Administrative page click on the Respond link (under “Actions”) against the Sub Type that you wish to modify. In this scenario we will start with the first modtype Address Change and work our way down.   
[image: ]

3. This mod allows you to enter a new address, make sure you include all of the relevant information in the textbox provided.  When you are finished click Save and Continue.
[image: ]
4. You will notice the status change to Complete.  Continue to click on the Respond links until you have finished all of your administrative modtypes. 
[image: ]
5. The next modtype is  “Contract Administrator Point of Contact (POC).”  The following screen will display with only the Point of Contact field editable (all the others will be grayed out). Modify the Point of Contact and click Save This Information button.
[image: ]
6. On the main page of the Administrative, changes you will notice that the “Status” will show as Completed and the “Action” will change to Edit.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: It is important to note that the E-Mail, Telephone, URL Change, and Fax Number modifications are all performed this exact same way. You will be taken to this screen and the appropriate field will be editable based on the subtype you are working on.


7. Next go to the Authorized Negotiator to make the desired changes. Click on Edit in the “Actions” column.
[image: ]
8. Under Negotiator(s) Details section you have the ability to delete an existing Negotiator or edit their information. To add a new negotiator click Add New Negotiator.
[image: ]
9. Fill in the required information, select the role and click Add This Negotiator. 
[image: ]

	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: Remember that there are basically two types of negotiators – those that are authorized to sign documents that can bind a company to a contract with GSA and those that are only allowed to prepare an eMod.  



10. Once you are done with Negotiators click the Back to Administrative button to go back to the Respond to Administrative screen.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: An “Authorized Negotiator” is the term used for an individual prior to contract award.  After an award has been made, that same person will now be referred to as a Contract Administrator.  This is really a distinction without a difference insofar as the system is concerned, however.



11. To complete the “Point of Contacts for Manufacturers, Dealers, Resellers, Agents” mod click on the Respond link (under “Actions” column)  
[image: ]
12. A text box to enter a detailed description of the modification request will appear. The description is optional, however you should add a description of the change you would like to make in the text box. You should include enough information so that the CO knows exactly who it is that you are adding information for, their relationship to your company, and their role in this schedule contract
[image: ]
13. Click Save Description. The status will change to “Completed”. The response can be changed by clicking the “Edit” under the “Actions” column.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: This mod type – Point of Contact for Manufacturers, Dealers, Resellers, Agents – requires uploading a document (POC Attachment). Upload this document in the “Upload Documents” step.


14. Once responses to all the Mod sub types are completed it will be indicated under the “Status” column. Click Save and Continue.
15. Remember that the Email Address Change, Fax Change, Telephone Change, and Website Address Change are all performed exactly as the Contract Administrator/Point of Contact Change mod.
[image: ]
16. A message indicating information has been saved will appear. Click Continue to proceed to the next step. 
17. The Upload Documents screen will appear. For instructions to upload documents and submit your eMod please see the Uploading Documents section.
18. Once the Mod is submitted the status will be shown on the My Modifications page under Submitted Modifications.  It will also show the assigned Contracting Officer.
[image: ]
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: Administrative modifications fall under the category known as “Rapid Action Modifications” (RAM). This means that a contractor can submit an Administrative Modification Request and the Contracting Officer can approve it without having to go through the Signature Process.  Note that the system will only allow those negotiators that are authorized to sign a SF-30 to submit a RAM mod.  If a user is not authorized to submit a RAM mod, the mod can be saved until such an authorized user is able to log in and submit it.  If the RAM mod is saved by an unauthorized user, a notification is sent to the authorized signer’s inbox, informing him or her that a mod needs to be submitted.


19.  Once the Mod is approved by the Contracting Officer the status will be changed to Approved as shown below.
[image: C:\Users\robert_sherwood\Documents\Projects\GSA\Userguides\images\III\adminmods\adminmods12.jpg]
20. In addition the Contractor will receive a notification via email with a copy of the SF-30 attached.
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[bookmark: _Toc342381077]Subcontracting Modification
A Subcontracting Plan is required on a Contract under certain situations. Generally, the Federal Acquisition Regulations (FAR) require a subcontracting plan from a Contractor classified as “Other than Small Business” when the actual sales of a contract exceed the $650,000 threshold (for contracts awarded on or after October 1, 2010) or the $550,000 threshold (for contracts awarded prior to October 1, 2010). In such a case an informational message will appear on the ‘MY MODIFICATIONS’ page as shown below.
[image: ]
1. Create a subcontracting Mod by selecting the Contract and click Select Contract.
2. Select the sub type “Incorporate Sub-Contracting Plan (SubK)” and click the Submit Online button at the bottom of the page.
[image: ]
3. On the Corporate Information page click Save and Continue (not shown here) if everything is correct. Click Continue on the ‘Information Saved’ message (not shown here).
4. Select the Subcontracting plan Type (Individual, Commercial or Master) and enter the Expiration Date. Click Save and Continue.  This is information that you need to develop as the vendor or obtain guidance to from your assigned Contracting Officer.
[image: ]
5. On the Information Saved message. Click Continue.
[image: ]
6. The Upload Documents page will be displayed indicating the required documents for submitting this modification. Download the Subcontracting Plan Template by clicking the link provided. 
[image: ]
7. Open the document to complete the Template or save it to your local drive to be completed later. 
8. Once the Subcontracting Plan Template is completed, upload it against the “Subcontracting Correspondence” Type.
9. For detailed instructions on how to upload documents and submit your eMod please see the Uploading Documents section.
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[bookmark: _Cancellation/Terminations_Modificat][bookmark: _Toc342381078]Cancellation/Terminations Modifications
The Cancellation modification Mod provides you with the ability to cancel an existing contract. In the Cancellation/Terminations Modification there is only one Sub Type.
1. Select the Cancel Contract and click the Submit Online button at the bottom of the page (not shown here). 
[image: ]
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: It may seem obvious though still bears mentioning, the Cancel Contract mod type cannot be combined with any other mods.


2. The Corporate Information page will appear (not shown here). Click Save and Continue if no changes are to be made.
3. On the Information Saved screen (not shown) click Continue.
4. The Description for Cancel Contract is required. Enter the description and click Save and Continue.
[image: ]
10. The Information Saved message will appear indicating that the “Cancellation or Terminations” section is complete. Click Continue.
11. This will bring up the Upload Documents page. For instructions to upload documents and submit the eMod seethe Uploading Documents section.
12. Once the “Cancel Contract” mod is approved it can be rescinded within 30 days. 
[image: ]
13. To rescind the “Cancel Contract” click the Rescind Mod button and confirm the action. The mod will be rescinded
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: Cancelling your contract is an important decision that can only be undone during the thirty day window between submitting the cancellation request and the time that it goes into effect.  After this thirty day period, you will need to go through the contract offer process all over again.  With this in mind, think carefully as to whether or not you really want to cancel your contract.



Return to Table of Contents
[bookmark: _Toc342381079]Deletion Modifications 
In the Deletion Modifications there are 3 Sub Types as shown in the screen shot below.
[image: ]
1. Select the Deletion(s) you need and click the Submit Online button (not shown).
2. The Corporate Information page will show up. Click Save and Continue if no changes are to be made.
[image: ]
3. On the Information Saved screen click Continue.
[image: ]
4. To delete a labor category and/or service offering click on the Respond link under the “Actions” on the Delete Labor Category and/or Service Offerings line.
[image: ]
5. In the text box that appears, enter a detailed description of the modification request and click Save Description.  You should identify the labor category and/or service offering you wish to remove from your schedule and provide some information as to why that labor category is no longer relevant to the services you provide.
[image: ]
6. To delete the Product(s) repeat the steps described above.
7. To delete a SIN, click on the Respond link next to it under the “Actions” column. The following screen will appear. 
8. Enter the “Termination Date” and check the Action checkbox. Click the Save Information button. 
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: Once the termination is in effect, you will no longer be able to provide products or services falling under that SIN category. Note that the system will not allow you to terminate all of the SINs associated with a particular contract as doing so would eliminate your company’s ability to provide products or services to the government. If this is your goal, you should instead submit a Cancel Contract modification.



[image: ]
9. The summary of Deletions completed will appear as shown below. Click Save and Continue.
[image: ]
10. The Information Saved message will be displayed (not shown here). Click Continue.
11. This will bring up the Upload Documents page. For instructions to upload documents and submit your eMod see the Uploading Documents section. 
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: Deletion modifications fall under the category known as “Rapid Action Modifications”. This means that a contractor can submit a Deletion Modification request and the Contracting Officer can approve it without having to go through the signature process.



[bookmark: _Toc342381080]Legal Modifications
There are two types of Legal Modifications – Change of Name Agreement and Novation Agreement.  In the below steps, we will guide you through how to perform each of the mod types.
[bookmark: _Toc342381081]Change of Name Agreement Modification
A Change of Name Agreement modification is performed you have changed the name of your company, however all of the rights, obligations, and terms of all contracts remain the same.  By submitting this mod, you are certifying that you understand these terms.  
Please read the on-screen instructions very carefully.
1. Select the “Change of Name Agreement” Mod subtype and click Submit Online at the bottom of the page. 
[image: ]
2. The Corporate Information screen will appear.  If all the information is correct click Save and Continue.
3.  Click Continue on the Information Saved screen.
[image: ]
4. On the next screen enter the description for “Change of Name Agreement”. The default is “N/A”.  You will be asked later to upload documentation supporting this agreement, but it helps to provide some brief background information here.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: The bulk of information that must accompany such a modification is provided via the uploaded documents section.  To begin, you will need to provide your CO with three signed copies of the Change of Name Agreement.  Additional documents will include: documentation authenticated by a State official; an opinion by your company’s legal counsel; and a list of all affected contracts and purchase orders.



[image: ]
5. Click Save and Continue.
6. Click Continue on the Information Saved screen which indicates that the Legal section is complete.
7. The Upload Documents page will appear. Note the list of documents required for a “Change of Name Agreement” modification.
[image: ]
8. For instructions to upload documents and submit the eMod, see the Uploading Documents section.
[bookmark: _Novation_Agreement_Modification][bookmark: _Toc342381082]Novation Agreement Modification
In a very basic sense, Novation Agreement Modifications are used when a new debtor corporation agrees to pay the debts of an old debtor corporation.  These are very important modifications and, if you have any question about the mod’s applicability to you, you should contact your Contracting Officer.
1. Select the “Novation Agreement” Mod sub type and click Submit Online button at the bottom of the page.
[image: ]

2. The Corporate Information screen will appear.  If all the information is correct click Save and Continue. 
3. Click Continue on the Information Saved screen.
4. On the next screen answer the Novation question and each of the subsequent questions. Your answers will determine what documents are required to upload and submit the Mod. The questions all focus on whether or not you have other outstanding contracts – with GSA or other Federal agencies – that require novation.
5. Ultimately, the goal here is to provide the CO with enough information to determine where you are in the novation process.  
[image: ]
6. Here is an example of one particular scenario
[image: ]
7. Click Save and Continue.
8. The Description for Novation Agreement page will appear as shown below. 
9. Begin by noting the documents that will be required during the “Upload Documents” process.  These can be found next to Instructions.
10. The description is optional. The default value is “N/A”; entering a brief description, however, will help the Contracting Officer.
11. Click Save Description. 
[image: ]
12. Once done with the description click Save Description
13. Click Continue on the Information Saved screen which indicates that the Legal section is complete.
14. Upload the required documents
[image: ]
15. For instructions to upload documents and submit the eMod, see the Uploading Documents section.
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[bookmark: _Toc342381083]Pricing Modifications
In the Pricing Modifications there are 6 Sub Types as shown in the screen shot below.
[image: ]
The following rules apply to the pricing modifications:
· Both Temporary Price and Permanent Price Reduction cannot be selected at the same time.
· If Permanent Price Reduction is selected the vendor must select either (A) Permanent price reduction (based on most favored customer) or (B) Permanent Price Reduction (industry partner requested).
· Similarly both Economic Price Adjustments cannot be selected at the same time. The vendor must select either (A) Economic Price Adjustments (EPA) with commercial price list (increase) or (B) Economic Price Adjustments (EPA) without commercial price list (increase).
If any of the above-mentioned rules are violated the following error message will be displayed.
[image: ]
1. Select the Sub Type(s) needed by checking the box and click Submit Online. The following ( [image: ] ) have been chosen for demonstration purposes.
[image: ]
2. The Corporate Information screen will appear. If all the information is correct click Save and Continue. 
3. Click Continue on the Information Saved screen.
4. On the Respond to Pricing page click the Respond links under the “Actions” column to respond to all the Pricing Modifications Sub Types.
[image: ]
5. Once you click on the Respond link the Description screen will be displayed. 
6. The date of your last completed EPA will be generated from the system.  
7. Enter the percentage increase you are requesting. Note that this should be pursuant to the agreed-upon terms of your schedule contract.
8. In the textbox, provide the CO with enough information justifying your price increase.  
9. Complete the details and click Save Description.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: GSA allows vendors to increase their schedule prices in accordance with economic price adjustments.  The pricing index to be used – whether it is the CPI, inflation, or another agreed-upon index – is typically determined prior to contract award.


[image: ]
10. The application will return to the Respond to Pricing page. You will notice the “Status” of EPA with Commercial Price List (increase) as Completed with an option to Edit.
[image: ]
11. Respond to the “Permanent Price Reduction (based on Most Favored Customer)” by following steps similar to those outlined above.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: When your schedule contract prices are based on the rates offered to your most favored customer, you need to be sure to update your schedule so your rates remain equal to or below that which is offered to other clients.



[image: ]
12. Continue to the Description for Wage Determinations and enter a description in the text box outlining why you are reducing your prices.  Here you should provide the CO with some background information regarding your current prices, the applicable wage determination price levels, and the increases necessary for your company to be in compliance with the wage determined rates set forth by the Department of Labor.
13. Click Save Description.
14. Once all the Pricing Modifications are complete the status on each will show as Completed as shown below. Click Save and Continue. 
[image: ]
16. Click on Continue on the Information Saved screen indicating that the Pricing section is completed.
17. For instructions to upload documents and submit the eMod, see the Uploading Documents section.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: Note that not all of the Pricing modifications were described in full here; however, they all function very similarly to that which has been described above.
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[bookmark: _Toc342381084]Technical Modifications
There are four mod types within the Technical Modification category, each relating to the type of product or service that you offer.
[image: ]
1. Select the needed modification subtype(s) and click Submit Online. All 4 are selected here for demonstration purposes.
2. The Corporate Information page will be displayed. Click Save and Continue if the information is correct. 
3. Click Continue on the Information Saved screen.
[image: ]
4. On the Respond to Technical screen click on the Respond link(s) under the Actions column.
[image: ]
5. On the next screen, enter the description as to why you are changing the geographic coverage of your services.  This may include information about your contract’s previous geographic scope, your desired new scope, and what has necessitated this change.
6. Click Save Description.
[image: ]
7. The application will return to the Respond to Technical screen and the status of the respond will change to Completed. In addition the option to Edit will be displayed.
[image: ]
8. Complete other Responses by repeating the above steps. Each section mirrors that which has been provided above.  For each modification, just provide the CO with some context as to what you’re trying to do and why you’re doing it. Remember, you’ll have to provide supporting documentation anyway.
9. Once the Technical modifications have been completed click Save And Continue.
10. An Information Saved message will be displayed (not shown here) indicating that the Technical section is Completed. Click Continue.
11. For instructions to upload documents and submit the eMod, see the Uploading Documents section.
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[bookmark: _Toc342381085]Terms and Conditions Modifications
There are 6 Sub Types available within the Terms & Conditions Modification Types.  These mods relate to those provisions that govern your MAS contract.
[image: ]
1. Check the needed Sub Type(s) and click Submit Online. The first 4 are selected for demonstration purposes. Click Save and Continue on the Corporate Information page. 
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: The “Re-representation of Non-Novated Merger/Acquisition” and the “Re-representation of Business Size” cannot be combined with any other mod sub type.



2. If all the information is correct click Continue on the Information Saved.
3. The Respond to Terms and Conditions page is displayed. You can respond by clicking on the Respond link under the “Actions” column.
[image: ] 
4. If you click on the Respond link corresponding to ARRA the following screen will be displayed.
[image: ]
5. Select your response Yes or No and click Save This Information.  Participating in the program allows you to accept orders that are made with recovery act funds.  
6. The application will revert to the Respond to Terms And Conditions page as shown below with the status of ARRA subtype showing as Completed along with the Edit option.
[image: ]
7. Click the Respond link corresponding to “Create/Manage Clause Exception(s)”. 
8. On the next screen you have the ability to take a new contract clause exception(s) from the available list.
[image: ]
9. To drop an existing approved exception click on the Drop link corresponding to that particular clause in the “Action” column. 
10. On this screen enter your explanation in the “Exception Text” text box and click Drop Exception. 
[image: ]
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: The Approved Exception Text is not editable. This is the text that you had previously provided when you took an exception to a particular clause.


11. The application will go back to the Clause Exceptions list as shown below. If you need to cancel the previous action, click on the Cancel Drop link in the “Action” column as shown below.
[image: ]
12. In addition you have the ability to take a new contract clause exception(s) by selecting a clause number and clicking the Select Regulation(s) button.
[image: ]
13. On the next screen, you will see instructions on how to edit the text to which you are about to take exception. You will follow these simple on-screen instructions.
[image: ]
14. First click on the regulation link and open (or save) the pdf document.
[image: ]
15. Review the clause language for any points you may wish to take exception to, highlight and copy that part and paste it in the “Excerpt from Clause” box below.
[image: ]
[image: ]
16. When you are finished pasting, press the Ready to Edit button. 
17. An acknowledgment message will appear; click OK.
18. The same text will get copied over in the second text box, titled “Exception Text”.
19. Make your changes in the “Exception Text” text box. Once complete click Save Exception Text button. To start on the next exception if you have more than one “clause” click Continue to Next button. 
[image: ]
20. Once done, click Save and Continue. 
[image: ]
21. The Information Saved message will appear. Click Continue.
22. The Terms and Conditions page will display showing the sections already completed.
23. Click the Respond link for Disaster Recovery under the “Actions” column.
[image: ]
24. Respond to the Disaster Recovery question and click Save This Information.  By selecting Yes, your company becomes eligible to receive orders made by state and local government entities to facilitate recovery from a major disaster or terrorism attack.
[image: ]
25. The page will revert to the Terms and Conditions screen showing the status of the templates as shown on the next page. Click the Respond link for E-Verify under the “Actions” column.
[image: ]

26. The Respond to Employment Eligibility Verification question will display. Choose an answer (“Yes” or “Not Applicable”) and click Save This Information. 
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: “E-Verify” is an Internet-based system that allows an employer, using information reported on an employee's I-9 Form, to determine the eligibility of that employee to work in the United States.  Federal contractors are required to use this system to certify whether their employees are eligible to work in the US.



[image: ]
27. The Respond to Terms and Conditions screen will display showing all templates as completed. Click Save and Continue.
[image: ]
28. The Information Saved message will appear. Also it will indicate that the Terms and Conditions section is complete. Click Continue.
29. The Upload Documents page will be displayed. For instructions on uploading documents and submitting the eMod see the Uploading Documents section.

[bookmark: _Toc292114569][bookmark: _Toc342381086]Re-representation of Non-Novated Merger/Acquisition
A non-novated merger or acquisition implies that all terms and conditions of your GSA contract are not being transferred to the firm being acquired by or merged with your company.  In the event of a merger or acquisition of this type, you must submit this mod notifying GSA that such a non-novated merger or acquisition has taken place.  Note that if the merger does require novation, a different modification – Novation Agreement – will be necessary.
1. To create a Re-representation of Non-Novated Merger/Acquisition modification, select the subtype as shown below and click Submit Online.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: The “Re-representation of Non-Novated Merger/Acquisition” cannot be combined with any other mod sub type.


[image: ]
2. Next the Corporate Information page will show up. Click Save and Continue if the information is correct. 
3. The Information Saved message will display indicating that the Terms and Conditions section is complete. Click Continue. 
4. On the Description for Re-representation of Business Size page enter a detailed description of the Modification Request.  Specifically, you should note how the merger affects your business size classification, your socio-economic status, or any other information the CO may need to be aware of.
5. Click Save and Continue.
[image: ]
6. The Information Saved message will display indicating that the Terms and Conditions section is complete. Click Continue.
7. The Upload Documents screen will appear. The Re-representation of Non-Novated Merger/Acquisition modification requires uploading a specific set of documents as shown below.
[image: ]
8. [bookmark: _Toc292114571]For instructions to upload documents and submit the eMod, see the Uploading Documents section.
[bookmark: _Toc292114570][bookmark: _Toc342381087]Re-representation of Business Size
Federal agencies often set aside contracts for small businesses with revenues under a specified threshold.  As part of the contract offer process, your company was required to certify that it was or was not a small business.  The Re-Representation of Business Size modification allows you to inform GSA if your company outgrows its small business designation, meaning it exceeds the revenue threshold that allows it to be categorized as a small business; or, inform GSA if your company size decreases and it now qualifies as a small business.
Businesses often fluctuate in size and, at times, may grow above the small business size standard or shrink below the threshold. In these such instances, you will need to modify your contract to re-represent your business size.
1. To create a Re-representation of Business Size modification, select the subtype as shown below and click Submit Online.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: The “Re-representation of Business Size” cannot be combined with any other mod sub type.


[image: ]
2. Next the Corporate Information page will show up. Click Save and Continue if the information is correct.
3.  Click Continue on the Information Saved screen.
4. On the Description for Re-representation of Business Size page enter a description of the Modification Request.  This information can be relatively high-level as you are going to need to provide supporting documentation in the Upload Documents section.
5. Click Save and Continue.
[image: ]
6. The Information Saved message will display indicating that the Terms and Conditions section is complete. Click Continue.
7. The Upload Documents screen will appear. The Re-representation of Business Size modification requires uploading a specific set of documents as shown below.
[image: ]
8. For instructions to upload documents and submit the eMod, see the Uploading Documents section.
The last modification under Terms and Conditions modtypes is Revise Terms and Conditions.
1. Start by selected this mod from the list.
[image: ]
2. You will be presented with a textbox to enter your revision.  Be as detailed as possible in your description.  When you are finish click Save and Continue.  
[image: ]
[bookmark: _Uploading_Documents_&]Return to Table of Contents

[bookmark: _Toc342381088]Uploading Documents & Submitting Your eMod
The Upload Documents screen allows the Contractor to attach necessary documents to their modification request. The displayed list of documents to upload depends on the modification sub type. Some modifications have mandatory documents while others do not. Also there is a ‘Vendor Defined’ category which can be used to upload optional documents. 
1. Click the Upload link under “Actions” column. In this example a Vendor Defined document is being uploaded.
2. As mentioned above, your screen may be different than that which is provided. The functionality should remain the same; it is only the required document types that differ.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: The Vendor Defined document type can be used to upload any optional documents you wish to include with your modification.


[image: ]
3. Click the Browse button and locate the document on the local drive that needs to be uploaded. 
4. Put a document title in the text box and click the Upload This Document button.
[image: ]
5. After the upload is completed the status will be shown as “Uploaded”. There is the option to “Delete” the uploaded document as well.
[image: ]
6. To upload another document repeat the previous steps. Once all the documents have been uploaded click Save and Continue. Then click Continue on the Information Saved message.
7. The next screen asks you to submit the eMod. When you are ready to submit the eMod, click Yes. This will take you to the Final Review of eMod screen.
8. This will take you to the Final Review of eMod screen. Respond Yes to the Disclaimer and click Continue.
[image: ]
9. You will see a notification stating that the eMod was successfully submitted. 
10. Exit the application by clicking the “exit” link or go to the inbox by clicking the “My eMods” link.
11. On the MY MODIFICATIONS page you will see your eMod in the Submitted Modifications section. Initially the status will say “Submission Request Received”. 
12. Once a Contracting Officer initiates processing of the Mod in the “Assigned To” column you will see the name of the Contracting Officer and the “Status” will show “In Progress”.  An “in Progress” Mod will have the “Edit” and “Withdraw” option.
[image: ]
13. If you click on the “ID link” the Event Log will be visible.
[image: ]
14. If you select the “Selected Mod Actions” link the Mod details will show up.
[image: ]
Return to Table of Contents
[bookmark: _Toc246309521][bookmark: _Toc292114572][bookmark: _Toc342381089]Post-Submission of an eMod
There are several functions you can perform after you have submitted your eMod. In the instructions below, we let you know what you can and cannot do once your eMod has been submitted.
[bookmark: _Toc342381090]Editing an eMod
You may decide - post-submission - that you wish to change some aspects of your modification. This can be easily accomplished using the eMod system.
1. Go to the My Modifications homepage and locate the Mod in the Submitted Modifications section and click on the Edit Mod button under the “Actions” column.
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2. The Corporate Information page will be displayed.
3. Select the section of the Mod (from the upper left menu) that needs to be edited.
[image: ]
4. Edit or update the Mod information and Save and Submit.
Return to Table of Contents
[bookmark: _Toc342381091]Withdrawing an eMod
You may decide upon further reflection that you would like to withdraw a previously submitted eMod.  The system does allow for a modification t be withdrawn after the submission has been completed. To withdraw a Mod, proceed with the following steps: 
1. Locate the Mod in the Submitted Modifications section and click on the Withdraw Mod button which appears under the “Actions” column.
[image: ]
2. A confirmation page will appear. Click “Yes” to withdraw the Modification.
3. The Mod status displays as “Withdrawn”. The Mod can still be viewed for future reference. 
[bookmark: _Toc246309523][bookmark: _Toc292114574][image: ]
Return to Table of Contents
[bookmark: _Toc342381092]Splitting eMod
The Contracting Officer assigned to a particular offer has the ability to “split” the original Mod into two. The purpose is to separate modification(s) which can be processed in a shorter time versus modification(s) which may take longer. 
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: Important to note is that Splitting an eMod refers to a function performed by a GSA CO or CS; it is not something you, as a vendor, can do.  You will see the results of the split, but you are not the one actually performing the “splitting.”


This expedites the overall process. The original Mod is displayed along with the two new “split” Mods. A notification is sent to the Vendor indicating that the Mod has been split.  The action can be viewed on the My Modifications page as shown below. Note that the original Mod is not editable. It can only be viewed.
[image: ]
[bookmark: _Toc246309524][bookmark: _Toc292114575][bookmark: _Toc342381093]Responding to a Clarification Request 
If the CO has questions regarding the eMod, a clarification email request is submitted to the Vendor along with a Clarification Letter attached as shown below.
[image: ]
1. Upon receipt of a Clarification email, Log into eMod. 
2. In the Submitted Modifications the status of that particular eMod will read “Provide Clarification” 
3. Click on that link.
[image: ]
4. The Exception Contract Clauses submitted by the Vendor will be displayed. 
5. To view the history of clarifications, click on the “view” history link and the History of Negotiations will be listed.
6. To respond to a clarification request click on the “Respond” link.
[image: ]
7. The Request for Clarification Screen will open up. Add your response in the bottom textbox and click Save to Draft.
[image: ]
8. On the next screen the Exception Contract Clause submitted by Vendor, the “Status” will show as “Completed”. 
9. Click Submit Response.  
[image: ]
10. A success message will be displayed.  
The Vendor receives confirmation of the submission while the CO is notified that the Vendor has responded to the request. The “Status” of the Mod changes back to “In Progress” on the My Modifications page. When approved the “Status” would change to “Approved”.
Return to Table of Contents
[bookmark: _Toc292114576][bookmark: _Toc342381094]eSigning an eMod 
After the modification(s) has been approved by the Contracting Officer, the mod will appear within the Signed Modifications category with the “Status” indicating “Ready for Vendor eSign.” 
1. Choose the appropriate action based on whether the Mod or the Package should be viewed or the Package should be signed.
2. If ready to sign, click Sign Package. 
[image: ]
3. The Sign Contract page will be displayed. Review the Mod by clicking the “Review” link under “Action”.
[image: ]
4. Once you have reviewed the document, the Review and Accept link will become available. Click this link if you wish to continue. You ma also Reject the eMod at this point.
[image: ]
5. Once the review is complete check the box and click Continue.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\hints.png]
	Helpful Hint: The “All documents in the eMod package have been reviewed” must be selected before you can click continue.


[image: ]
6. The Sign eMod page will be displayed as shown below. Click the link “Review and Accept” (not pictured). Note the option to reject the eMod at this point is still available.
7. The SF 30 Form will be displayed for review. Click Accept at the bottom of the form (not shown here). 
[image: ]
8. Click the Sign eMod button.  You still have the option to reject the eMod (which rejects the eMod package but not the entire eMod). 
[image: ]
9. Click the Confirm button.
9. A Success message is displayed.
10. In the Signed Modifications section the status of the eMod will change to “Awaiting CO esign”. Once the CO signs, the contract package will be available for download.
[image: ]
11. For instructions to upload documents and submit the eMod, see the Uploading Documents section.
Return to Table of Contents

[bookmark: _Signature_Process_Overview][bookmark: _Toc342381095]Signature Process Overview
The signature process described in this section applies to eOffer and eMod with some variations. The process described here is more specific to eOffer. 
[bookmark: _Ref244583769][bookmark: _Ref244585019][bookmark: _Toc268858012][bookmark: _Toc342381096]Reviewing and eSigning the Contract Package
Upon award of the contract, the Contract Specialist will create a contract package to be approved and signed by the Vendor. A Vendor Notification for Proposal eSignature will be sent in the form of an email with instructions to review and sign the proposal.
1. Click the URL in the email to begin the review and signature process.
[image: ]
2. After the login process is complete the My eOFFERS page will be displayed.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\keyconcept.png]
	Key Concept: If your offer contains set aside and non set aside SINS then you will see 2 packages one for each type of SIN.


3. The package created by the Contracting Specialist will be displayed under Signed eOffers. You may View Offer, View Package or Sign Package.  In case of an eMod it would be under the Signed Modifications section.

[image: ]
4. To view the offer click the View Offer button shown above and you will be able to review all your responses as well as all the documents. 
5. You may review each document by clicking the Review link.
6. To simply review the contract package (Form 1449), click View Package.
[image: ]
7.  On the “View Package” page click Continue. 
8. On the next screen click the link ‘Review and Accept’.
[image: ]
9. This will allow you to view the Standard Form 1449 as shown below. In case of eMod it will be the Form SF 30.
[image: ]
10. Use the Back button at the bottom of the form, not your browser’s button, to get to the previous screen OR hit the Exit button to navigate back to the My eOffers page.  
11. To move on with signing the package, click Sign Package. The Sign Contract screen will be displayed. 
12. Click the Review link against each document that needs to be reviewed.  After the documents have been reviewed, click the checkbox to confirm and then click Continue. 
[image: ]
13. Click Accept to the E-Signature Consent statement. 
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: This is consent for the use of electronic records and signatures tool for this offer only, not an acceptance of the offer. You still have the option to reject the offer.


[image: ]
14. To streamline the e-Signature process, the SF-1449 form is the only document that will be listed for review and acceptance (in case of eMods it will the SF 30 form). Click on the Review and Accept link to move forward to the form. Note that at this time you still have the option to reject by clicking the Reject eOffer button. 
[image: ]
15. Review the SF-1449 Form and click Accept in the bottom right corner.
[image: ]
16. Click Sign eOffer. Again you still have the option to reject the offer.
[image: ]
17. Click Confirm to the question of “Are you ready to sign this eOffer?”
18. The success message will display.
19. The status of the contract package will change to Awaiting CO esign or it might indicate 
Processing Vendor esign. The CO will receive notification that the contract is ready for signature. 
[image: ]
20. Once the CO has signed the package, the “Status” will change to Signed by Contracting Officer.
[image: ]
21. A notification email is sent to the Vendor (as shown below) stating the award letter will be mailed subsequently. Also right next to the View Package you will see the Download Package button.
[image: ]
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\caution.png]
	Caution: In instances when there are multiple offers, where there exists both set-aside and non-set-aside contracts, the download package button will not be displayed until the contract and CO have signed BOTH the set-aside and non-set-aside contract packages
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[bookmark: _Toc246477185][bookmark: _Toc246833302][bookmark: _Toc268858013][bookmark: _Toc342381097]Rejecting the Contract Package   
You may find that there is a discrepancy in the contract package and you do not wish to sign the eOffer. In these cases, you can reject the contract package outright.
1. After the documents have been reviewed, the package may be rejected by clicking the Reject eOffer. 
[image: ]
The CO will receive an email notifying the contract package has been rejected. The CO will make the necessary corrections and recreate the contract package. A new email notification will be generated to the Vendor indicating the offer is ready for Review and Signature.
Return to Table of Contents
[bookmark: _Toc268858014][bookmark: _Toc342381098]Downloading the Package (Windows Version)   
The eOffer signed by the CO will appear under the Signed eOffers section on the My eOffers page. At this point the Offer Package may be downloaded.
1. Click Download Package against the eOffer which has been Signed by the Contracting Officer.
[image: ]
2. On the next screen click Continue.
3. Please read the instructions carefully, particularly about having Adobe Reader installed on your system. 
[image: ]
4. Click on the link Download my documents (Windows version).
5. On the pop-up click Run. The Silanis installer will be initiated and it will install the ApproveIt eSignature Verifier.
[image: ]
6. Click Next.
[image: ]
7. Click Next.
[image: ]
8. Click Next.
[image: ]
9. Click Next.
[image: ]
10. The next screen will show you the installation progress.
11. After the installation you will see a “Approved Documents” short-cut on your desktop
[image: ]
12. Double click on this short-cut and you will see the PDF version of the Form 1449 with all the contract details.
	[image: J:\Public\Elucid\images\Image Library\IStockPhoto\Icons\eOfferIcons\remember.png]
	Things to Remember: The above steps describe the process for downloading the contract package using Windows.  If you are not on a Windows O/S, the steps are very similar, but may require you to Save files (as opposed to running the application) and use an “Unzip” tool to get to the actual files.
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[ sotctoton Causes | Fesse do ot upiad the WicrosoftExcel e wih more than on prnt area.

R Sonctonon Oovmts | ony s ot ize ess than o cquato 100.0 B can b upoaded.

Goods/Services

[ uplosd Documents

———————— Documents

[ subit 00ttor earos

I compiete [T tncompiets  Type Name Status. Actions
* Exceptions to Certs and Reps - 522123 ot Uploaded || Ugload
| S0P552 Secon | Admnsiave Corrack ot Upooded || ubas
- SCP-FSS-2, Secton 1, Technical Proposal ot Uploaded || Ugload
- SCP-FSS-2, Secton , Price Proposal ot Uploaded || Ugload
* Summary of Offer ot Uploaded || Ugload

= [other (optionakoeror defned) ot Uploaded || Ugload

Subcontracting Pian (1 Large Business) ot Uploaded || ugload
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Company tiame: Acme Management Concepts, inc.
| Solicitation Number: 2FYA-AR-060004-B Refresh# 19| View PDF. ‘Schedule Number: Schedule 73810

R ogotators

ERooasevcns  UPLOAD DOCUMENTS

Attach supporting documents to this eOffer
Upload al documents associated with your Offer.

<0ffer system acceps only the following fle types.
(doc, doc, xis, s, pa, b, i, hm, him, xm, csv, ppt, potx, g, e, o, t, B, bmp)

R Exceptions,
I s Documents Please do not upload the Microsoft Excel files with more than one print area.
[ sumit eOfter Please do not upload documents with macros or embedded objects.

[ corpiee [ ncomgits Plesse do not uplosd Microsot Excel fles which contain multiple worksheets.

These files are not being converted correctly. eOffer is resolving the process problem
‘which will enable multiple worksheets soon!

Only files of size less than or equal to 100.0 M can be uploaded.

Documents

*Required

 What is the document type? | Exceptions to Certs and Reps - 522123
-Find document on your computer C:Documents and Seting
' What is the document name? Supply Address

Upload This Document

Backto Upload Dooumente—J |
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PropareyoureOffer: [Company Name: Acme Management Concepts, Inc

Corporate normain | Solicittion Numbers 2FY A-AR-060004-3 Refrshs 19| View POF. Schedule Number: Schedul 73610
Negotiators

ERtetes_____ pLoAD DOCUMENTS

B Goods/sorvices.

Attach supporting documents to this eOffer

Upload all documents associated with your Offer.

I Standard Responses  some of the attachments are required based on the responses provided in ofher templates.
[ solichation Clauses Please 6o not upload the Hicrosoft xcel fles with more than one prit area.
S Only fles ofsize ess than or equ to 100.0 MB can be uploaded.

Standard Responses

I Exceptions

——————— Documents

[ submit 00ttor

Ot Required

A compire [T incompiets  Type Name Status. Actions
- Exceptions to Cers and Reps - 522123 Supply Address Uploaded Delete
B e R T
~ SCP-F55-2, Section I, Technical Propasal ot Uploaded | Upload
- SCPFSS-2, Section I, Price Proposal ot Uploaded | Upload
- Summary of Offer ot Uploaded | Upload
Other (optonakofferor defined) ot Uploaded | Upload
‘Subcontracting Pan (1 Large Business) ot Uploaded | Ugload
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PropareyoureOffer: [Company Name: Acme Management Concepts, Inc.

| Corporate Information Solicitation Number: 2FYA-AR-060004-B Refresh# 19| View PDF. Schedule Number: Schedule 73810
P2 cgoiirers

ERtertes_____ poAD DOCUMENTS

[ — Atach supporting documentato i cOfer

= Upload al documents associated wih your eOffer
B Stondord Rospenses  some of th attachments are required based on the responses provided i other tempiats.
I soictation Clausos Please do not upload the Hicrosoft Excel fles wih more than one prin ara.
S Onlyfies of size kess han or caual o 100.0 M8 can be uploaded.

indard Rosponsos

I Excopiions

Il upioad Documents

———————  Documents

[ submit 00ttor
* Required

Il compiete ] ncompiete | Type: Name. Status Actions
- Exceptions to Cers and Reps - 522123 (Certs and Reps upladed Delete
| SCP.FSS-2, Secton | Adminsirive Conract. | in Contract Data Uploaded Delete
~ SCP-FS5-2, Section I Technical Propasal TechnicalProposal Uploaded Delete
- SCPFSS-2, Section I, Price Proposal Prce Proposal Uploaded Delete
- Summary of Offer Summary Uploaded Delete
Other (optonakofferor defined) ot Uploaded | Upload
‘Subcontracing Pan (1 Large Business) ot Uploaded | Upload

—» | [SaweandConine ]
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Prepare your eOffer:

Corporate Information

Company tiame: Acme Management Concepts, Inc.
Soliitaion Number: 2FYA-AR-060004-B Refresh# 19| View FDF Schedule Number: Schedule 73810

Nogotiators

2 ook ervices

Standard Responses

FINAL REVIEW OF eOFFER

Itis recommended that the following documents be reviewed before submiting this eOffer.
r, 9010 any section by using the left eOffer menu.

solctation Ciausos
Type Name Actions.
A Exceptions
Offer Respanse Offer Response Review
Upload Documents Form 1449 Form 1449 Review
[ suomit eOfter ‘Summary of Offer Summary Review
SCP-FS5-2, Section I, Price Proposal price Proposal Review
conpite EEwemvets | Scp 552, Secton I, Tecnical Proposal [Techmical Poposal Review
SCP-FS5-2, Section | Adminstrative Contract Data [Admin Contract Data Review
Exceptions to Certs and Reps - 22123 (Certs and Reps Review
ORCA Response |ORCA Response Review
Disclaimer
“Required

n submiting an offer efectronicaly, Offeror responses wil be considered by the Governmentto have the ful force and effect of
law as ifthe Offeror entered the responses directy on a prined solctation (RFP). Offeror s strongly encouraged 1o read the
solctation (RFP) secton(s) corresponding to the E-Offer queston(s).

“Offeror has reviewed the ORCA response document and understands that ORCA response wil be subrited in the eOffer

Yes Olio
“Offeror has downloaded the RFP from FedBiz0pps , and has read and understands the clauses and provisions that require Offeror
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PropareyoureOffer: | Company Name: Acme Management Concepts, Inc.
Corporate Information Solicitation Number: 2FYA-AR-060004-B Refresh# 19| View PDF Schedule Number: Schedule 73810

Nogotiators

Goods/Services

FINAL REVIEW OF eOFFER
Itis recommended that the following documents be reviewed before submiting this eOffer.
r, 9010 any section by using the left eOffer menu.

Standard Rosponsos
I sovctation Ciuses
Type Name Actions
ERxcoptions  [otter Response Offer Response Review
Upload Documents Form 1449 [Form 1449 Review
[ suomt eorter ‘Summary of Offer Summary Revew
SCP.S5-2, Secton I, Price Proposal Price Proposal Revew
Conpits B teemle SCP-FSS-2,Secton l, Techmical Proposal TechnicalProposal Revew
SCP.FSS-2, Secton |, Adminratve Contract Data [Adnin Contract Data Revew
|Exceptions to Certs and Reps - 522123 (Certs and Reps Review
ORCA Response [ORCA Response Revew
Disclaimer
“Required

I submiing an offe leclronicaly, OTferor responses wil bs consiGered by The Government 1o have the Tul Torce and effect of
law as ifthe Offeror entered the responses directy on a prined solctation (RFP). Offeror s strongly encouraged 1o read the
solctation (RFP) section(s) corresponding to the E-Offer question(s).

“Offeror has reviewed the ORCA response document and understands that ORCA response will be subrited in the eOffer

“Offeror hias dovinloaded the REP from FedBiz0pps , and has read and understands the clauses and provisions tha require Offeror
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Propare youreOffer:  [Company Name: Acme Management Concepts, Inc.

Corporate Information | Soliciation Number: 2FYA-AR-080004.8 Refresh# 19] View PDE Schedule Number: Schedule 73810
Nogotiators
 Goods/Services NEGOTIATOR & DIGITAL CERTIFICATE DETAILS

I standard Rosponses
A information about the user who created the offer :

Solicitation Clauses R T
Exceptions Email: j.doe@ame.com

Il Upload Documents Negotiator Details Digital Certificate Details Status
———————— [ousmn

[ submit eOfter [ el
—  _— |Aunomzedtosin e

I conpie ] ieompie

John Doe
o matching Certfcate.

[t G

Authorized to sign

Note:

Negotiators name and email should be exactly the same as in the digital certificate of that user.

—— [
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MY eOFFERS Acme Management Concepts, Inc.
New eOffers
Select Solicitation Action

2FYA-AR-050004-8 Refresh#19(Schedule 73810)  ~ | [_SubmitOnline.

Saved eOffers
Ciick o the D to view the event log for an Offer

) ‘Solicitation [Last Update Status. IActions
Nothing found to dispay.

Submitied eOffers

Cick on the I to view the event og for an Offer

D Solicitation Last Update [Status. i

HERLZSIE  |2FYA-AR-UG00D4B Refresh#19

2011-08-19 17:37:50.19]

Offer Received.

‘Withdraw Offer
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MY eOFFERS Acme Management Concepts, Inc.
New eOffers
Select Solicitation Action

2FYA-AR-050004-8 Refresh#19(Schedule 73810)  ~ | [_SubmitOnline.

Saved eOffers
Ciick o the D to view the event log for an Offer

) ‘Solicitation [Last Update Status. IActions

Nothing found to dispay.

Submitied eOffers

Cick on the I to view the event og for an Offer

) Solicitation Last Update [Status. Actions

oz | |saenon0ns o Reresrtto Ry p—)
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Company Name: Acme Management Concepts, Inc
Solicitation Number: 2FYA-AR-080004-8 Refresh# 19 View PDE.

Schedule Number: Scheduie 73810

EventLog

DUNS 605691807
Control ID:AGICRTX)

+ The eOffer is creatediupdated on 2011-09-18 17:37:59.19 by John Doe

—» |G )
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New Offer Welcome Letter - Message (HTML) [ESREER )

EIE] g
Message | Addns - @
From: OrstofferautoGen@gsa gov Sent: Tue9/20/2011 903 AM
To: 1doe@acme.com
«
Subject  New Offer Welcome Letter
=]
Acme Management Concepfs, Inc. o
21400 Ridgetop Cir Ste 210 o
Sterling, VA 20166-6511
Dear John Doe,

Welcome to the General Products Acquisition Center (7FX). This is to notify you that we received your offer 40599 under the Solicitation No. 2FYA-AR-0600004-B, on 25 Sept
2011 and to briefly explain what will happen in the coming weeks.

Your offer has been assigned to Contract Specialist William B Honestly. This individual will be your point of contact for any questions.

Based on the specific services or products you offer, the contract specialist will coordinate your offer, if necessary, among a team of contracting officials. Your offer is reviewed to
ensure you complied with solicitation instructions. The contract specialist will either contact you via telephone, e-mail or letter notifying you of deficiencies associated with your offer.
Once all administrative issues are addressed, the contract specialist will contimue the review to determine that you are a responsible contractor and the prices you offer are fair and.
reasonable. Once this review is complete and all administrative issues are addressed, the contract specialist/contracting officer will make an award/no award decision. If award is made,
the contract specialist will process the contractual documents and provide you with further instructions. Thank you for your patience and cooperation while your offer is under review.
We will make every attempt to notify you on 2 regular basis during the view to keep you informed of the progress of your offer. We look forward to working with you!

Sincerely,

Jackie Jone
Center Director
(555) 555- 5555 =
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Submitted eOffers
Ciick on the D to view the event log for an Offer

‘Solicitation

Last Update

HeRLZSIE

(2FYA-AR-060004-5 Refresh#19

[2011-08-18 17:37:50.1

Contract Sepciaist Reviewing-
Jsckie Jone
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Legend
(Siofferis Locked. You can only update Negtiators and POC.
£ Offeris Unlocked. You can edit entire offer
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Sent: Tue 9/20/2011 9:03 AM

Request for Clarification - Message (HTML)

HH9 0+
Message | Addns

From: OrstofferAutoGen@gsa gov
To: 1doe@acme com

@

Subject  Request for Clarification

Additional information s required to complete the evaluation of your Exception Request.
Please click on the link provided below for details.

DExs{]

http://eoffe

ov
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MY eOFFERS Acme Management Concepts, Inc.
New eOffers
Select Solicitation Action

2FYA-AR-050004-8 Refresh#19(Schedule 73810)  ~ | [_SubmitOnline.

Saved eOffers
Click o the D to view the event log for an Offer

) ‘Solicitation [Last Update Status. |Actions
Nothing found to dispay.

Submitied eOffers

Cick on the I to view the eventog for an Offer

D Solicitation Last Update Status. IActions

HERLZSIE  |2FYA-AR-0G00D4B Refresh#19

2011-0omemtmer

Provide Clarifcation
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Company Nlame: Acme Management Concepts, Inc.
Solicitation Number: 2FYA-AR-0800048 Refresh# 19 View PDE.

Schedule Number: Scheduie 73810

Exception Contract Clauses submitted by Vendor
Al Regulatons have o be responded before 2011-10-31 235909

Clause Number itle Status Action
22618 o Ve ORDER LUTATONS (OCT185)OEVIATON — 4 596)

icompiete  [[Respond

4

Setecttn ik fuizw the History of Request forClrfcations
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Company llame: Acme Management Concepts, Inc.

Solicitation Number: 2FYA-AR-060004-B Refresh# 18] View PDF Schedule Number: Schedue 73810

Review Contract Clause 52.216-13 Deviate)
Submitied Exception Text ‘Comments From CoICS.

Entor Exception Ciarfication 3nd Resubmit for 52.216:19  Deviste |

[

—

few th History of Negatistons for the Contract Clause £2.216:13
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Company Nlame: Acme Management Concepts, Inc.
Solicitation Number: 2FYA-AR-060004-8 Refresh# 19 View PDE.

Schedule Number: Schedule 73810

Exception Contract Clauses submitted by Vendor
Al Regulatons have o be responded before 2011-10-31 235909

Clause Number le Status Action
5221618 —
B "DELIVER ORDER LIMTATIONS (OCT1995)(DEVIATION — JaN 199¢) [Compietea ] | Eat

— [y

Select the link o view the History of Request for Clarifications
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Messsge | adgins ~@

v 40599: Exception Request not Accepted - Message (HTML)

Sent: Tue 9/20/2011 9:03 AM

OrsEofferAutoGen@gsa.gov

To: 1doe@acme com
[
Subject  40599: Exception Request not Accepted

The exception requested to clause 52.204-4 has not been aceepted. Your offer has not been rejected and is still under evaluation. If for any reason you wish to withdraw your offer,
youmay do so in eOffer o, if necessary, in writing to your Contracting Officer.

Yie &

This is an auto generated e-mail. Please do not reply to this email address.
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MY eOFFERS Acme Management Concepts, Inc.
New eOffers
Select Solicitation Action

2FYA-AR-050004-8 Refresh#19(Schedule 73810)  ~ | [_SubmitOnline.

Saved eOffers
Ciick o the D to view the event log for an Offer

HERLZSIE  |2FYA-AR-0G00D4B Refresh#19

Jackie Jone

) ‘Solicitation [Last Update Status. IActions
Nothing found to dispay.
Submitied eOffers
Cick on the D to view the event og for an Offer
D Solicitation Last Update Status. IActions.
o11.08.18 17:37:50. 1o COTact Sepcilst Reviewng- —
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MY eOFFERS Acme Management Concepts, Inc.
New eOffers
Select Solicitation Action

2FYA-AR-050004-8 Refresh#19(Schedule 73810)  ~ | [_SubmitOnline.

Saved eOffers
Ciick o the D to view the event log for an Offer

Jackie Jone

) ‘Solicitation [Last Update Status. IActions

Nothing found to dispay.

Submitied eOffers

Cick on the D to view the event og for an Offer

D Solicitation Last Update Status IActions

HSRLZSOF  |2FYA-AR-060004.8 Refresht1s [2011-08-19 17:37:50.19) Sorirect Sepcilet Revauin gy, Withdraw Offer
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Prepare your eOffer:

I Corporate Information

Company Nlame: Acme Management Concepts, Inc

Solicitation Number: 2FYA-AR-060004-B Refresh# 19 View PO

Schedule Number: Schedue 73810

I ogotiators
B2 ook services
Standard Responsos

I solctation Clausos

CORPORATE INFORMATION
Is the information correct?

“This informaion & taken directy from Ceniral Contractor Reaiiration (CCR). I any of this informaion i incorrect, t must be
‘corected through Central Contractor Reaistration (CCR). Any changes wil be reflected i eOffer n approximately 24 hours.

DUNS Number: 6056918074
Exceptions Type of Organization Corporat Entty (ot Tax Exempt)
Uplosd Documents ‘Common Parent DUNS Number:
I suomit corter Company Name: Acme Management Concepts, Inc.
ing Business As.
oo B = — ‘Asian-Pacifc American Ovined
Dosmessivee irbounedBsiess
‘Smal Disadvantaged Business
Company Address
Street. 4300 HONTGOMERY AVE STE 302
Street2:
Ciy. EmESOA
State: W
ZipiPostal Code: 208144461
Country Usa

Mailing Address

Company Name: Acme Management Concepts, Inc
Street1 4300 HONTGOMERY AVENUE, SUTE 302
Street2

City BETHESDA

State: o

Zip/Postal Code: 208144461

Country: usa
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Proposal rejection notification - Message (HTML) [ESSEER )
@

+ 9

Message | Adadns

Sent: Tue 9/20/2011 9:03 AM

From: OrsEofferautoGen@gsa gov

To: 1doe@acme.com

e

Subject: _ New Offer Welcome Letter
Dear Sir/Madam: &
This s to notify you that your proposal for offer # 16422 has been rejected by the Contract Specialist assigned to o
this offer B

Comments are as follows:

Reality Technology, Inc. failed to file for a Certificate of Competency (CoC)
‘This is an autogencrated email from ORS System. Please do not respond to this email. =
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MY eOFFERS Acme Management Concepts, Inc.
New eOffers
Select Solicitation Action

2FYA-AR-050004-8 Refresh#19(Schedule 73810)  ~ | [_SubmitOnline.

Saved eOffers
Ciick o the D to view the event log for an Offer

HERLZSIE  |2FYA-AR-0G00D4B Refresh#19

) ‘Solicitation |Last Update Actions.

Nothing found to dispay.

Submitied eOffers

Cick on the D to view the event og for an Offer

D Solicitation Last Update Status. [Actions.
12011.08-19 17:37:59.19| Rejecled
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MY eOFFERS Acme Management Concepts, Inc.
New eOffers
Select Solicitation Action

Saved eOffers
Ciick o the D to view the event log for an Offer

HERLZSIE  |2FYA-AR-0G00D4B Refresh#19

) ‘Solicitation |Last Update Actions

Notring found to display.

Submitied eOffers

Cick on the D to view the event og for an Offer

D Solicitation Last Update Status Actions
12011-08-19 17:37:59.19| Rejected.
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cOffer Home | Hy eOffers | Sign OutJohn Doc)

Fderal Acquisition Service eOffer/eMod

A
(ERXY submit contract offers and contract modifications online

CONFIRM IMPORT

Do you want to pre-populate the information for the new offer from
the old rejected or withdrawn offer?
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MY eOFFERS Acme Management Concepts, Inc.
New eOffers
Select Solicitation Action

2FYA-AR-050004-8 Refresh#19(Schedule 73810)  ~ | [_SubmitOnline.

Saved eOffers
Ciick o the D to view the event log for an Offer

) ‘Solicitation |Last Update. |Actions

Nothing found to dispay.

Submitied eOffers

Cick on the I to view the event og fr an Offer

D ‘Solicitation [Last Update Status. —_—
HERLZSOF  |2FYA-AR-0B0004-B Refreshi1o 12011-08-19 17:37:59.19 | Offer Received. Withdraw Ofer
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Submitted eOffers
Ciick on the D to view the event log for an Offer

iD ‘Solicitation

Last Update

Status

HERLZSIE  |2FYA-AR-UG00D4B Refresh#19

[2011-08-19 17:37:50.18

Windrawn

View Offer
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i eOffer/eMod

Submit Contract Offers and Contract Modifications online.

Welcome to eOffer/eMod
Offerielfod is atoolto submit contract offers and contract modification requests fo GSA Federal Acquistion Service oniine.

1f you are submiting an offer under certain GSA Hultle Award Schedules, you may be eligbi o have an express review of your
offer under the HAS Express Program. Please clck the Ik Learn about the HAS Express Program and partcipating schedules” below
for etais. If youre eigie, please sign in under the "Express Offers (cOffers)" below 1o see f you can submt your offer
electronicaly.

1 you are not efigbe for the MAS Express Program attis ime, please submit a standard offer by signing n under the “Contract Offers
(€Offers)” below.

NEW ¢ eciive November 1, 2011, the Muliple Award Schedule (AS) Program wil no longer accept Express offers. The WAS
Express Piot Program & coming to an end. Any offers submited before or on October 31, 2011 wil be reviewed and have an

‘opportunity o go through the Express evaluation process.

About eOffer
Lear More About: Customer Assistance and Training:
* eotter  User GudesTraining
« Express Offers « eOffereliod User Guide
o elios « Ereouenty Asked Questions (FAQ
« iandatory eitod iot « Contactus
Dital Certfcates « HAS 520 (FABS) and 590 (1SS) Contractrs - Pricing
* Authorized Negotistors ot NEW —

Before you Begin
Ifyou are submitting an eOffer: Ifyou are submitting an ebod:

1. Have vou reviewed the solctation vou wantto meke an 1. Do vou slready have a dtal cerfficate?
offer soanst? 2. vour DUNS number and Contract number avalable?

Have vou pessed the "Pathwavs fo Success” raining? 3. Are vou an authorized negofiator on the contract”

Did vou cet vour DUNS number? 4. You may now subm the mod

Have vou reqistered wih CCR and with ORCA?

Have vou applied for a digtal certfcate?

fyou have done allof the above, enter “eOffer” at the

rght.

System Access

Contract Offers (eOffers)

> Prepare and submit eOffer
> Continue working on saved eOffer
> Edt submited eOffer

Contract Modifications
(eMods)

> Prepare and submit modification
request

> Continue working on saved
modifcaton request

> Edit submited modification request

Express Offers (eOffers)

> Prepare and submit Express eOffer
> Continue working on saved Express
<Offer

> Edt submited Express eOffer

(Signin)
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Windows Security =)

Confirm Certificate
‘Confirm this certificate by clicking OK. Ifthisis not the correct certificate,
dlick Cancel.

== JohnDoe
| Issuer: ORS ACES
Valid From: 9/12/2011 to 9/15/2012

Click here to view cerfficate prope.
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List of Contracts Available for ACME MANAGEMENT CONCEPTS, INC.

Select Contract. Action

GS35F0444T - || ssectcontaa_) | [@=BesFoouns
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MY MODIFICATIONS ::  ACME MANAGEMENT CONCEPTS, INC.

New Modifications

—

Saved Modifications
Cick on the I to view the event log for a Contract Modification

osasroassr eorroozioossoses |compee | [ Ediod) [ Deletetod |

Submitted Modifications
Ciickon the D to view the event log for an Offer

[Nothing found to cisplay.
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MY MODIFICATIONS

ACME MANAGEMENT CONCEPTS, INC.

New Modifications

Select Contract

Action

GS35F0444T -

— ||Cseacomad )

Saved Modifications

Cick on the I to view the event log for a Contract Modification

iD Mod Actions

Contract _|Last Update

[Status.

l8BKEQVT  |Selected Mod Actions

GSISFOS4AT 20110921 10:08:55.885

Complete:

Submitted Modifications

Ciickon the D to view the event log for an Offer

D Solicitation

|Last Update

Staus

[Nothing found to cisplay.
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Select Modification Types

Primary Types

Sub Types

Addiions.

Add Labor Category andlor Service Offerings
Add Product(s)
Add SIN

Administrative

[JAdaress Change:

([ Gontract Administrator/Point of Contact(POC)

[T Authorized Negotiator

[T Email Address Change

[JFaxChange

[CIPoint of Contacts for Manufacturers, Dealers, Resellers, Agents
[CITelephone Change

[C] website Address Change

Cancellation Or
Terminations

[ cancel Contract

Deletions

[CIDelete Labor Category and/or Senice Offerings
[T Delete Product(s)
[ Delete SIN

Legal

[CJchange of Name Agreement
[CINovation Agreement

Pricing

[l Temporary Price Reduction

[ Economic Price Adjustments (EPA) with Commercial Price List (increase)
[ Economic Price Adjustments (EPA) without Commercial Price List (increase)
[CJPermanent Price Reduction (Based on Most Favored Customer)
[CIPermanent Price Reduction (industry Partner requested)

[T wage Determinations.

Technical

[Clcnange in geographic coverage (scope)
[CIPart(s) Number Change.

[CIProduct Descriptive Change

] Senice Descriptive Change

Terms And
Conditions

[l American Recovery and Reinvestment ACt(ARRA)
[ CreateManage Clause Exception(s)
[IDisaster Recovery
I E-verify
[CIRe-representation of Non-Novated Merger/Acquisition
[JRe-representation of Business Size.
[ Rsiiss Terms and Gondiions

=% |msiniouing) | (maCarcei)
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Prepare your modification:

Company Name: ELUGID SOLUTIONS, INC.
Corporate Information Contract Number: GS35F0444T
[ZE] Additions 1D: ESRETTD
Add Labor Category and/or Senvice Offerings
Upload Documents Modification Type: Add Product(s)
e AddSIN

[ submit Request
CORPORATE INFORMATION

Is the information correct?
“This information is taken directy from Central Contractor Reqistration (CCR). If any of this information is incorrect it must be.
corrected through Ceniral Contractor Redistration (CCR). Any changes will be reflected in eOffer in approximately 24 hours

ncomplete

DUNS Number: 109111224
Type of Organization: Corporate Entity (Not Tax Exempt)
Common Parent DUNS Number:
Company Name: [ELUCID SOLUTIONS, INC.
Doing Business As (DBA)

Asian-Paciic American Owned
Business Type [ —

‘Small Disadvantaged Business
Company Address.
Streett 4300 MONTGOMERY AVE STE 302
Street2:
city: BETHESDA
State: )
Zip/Postal Code: 208144461
Country: usA

Mailing Address

Company Name: [ELUCID SOLUTIONS, INC.
Streett 4300 MONTGOMERY AVENUE, SUITE 302
Street2:

city: BETHESDA

State: )

Zip/Postal Code: 208144461

Country: usA

( Sign Out and Correct Errors in CCR ] e ‘Save and Continue
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Prepare your modification:

Gorporate Information

ions

A

Upload Documents

[ sumit Request

I corpiete T incompete

Company Name:
Contract Number:

Modification Type:

ELUCID SOLUTIONS, INC.
GS35F0444T
3SREDYKO.

‘Add Labor Category andlor Service Offerings
Add Product(s)
Add SIN

INFORMATION SAVED
The CORPORATE INFORMATION section is Completed.

— [[Conine |

0r, go to any section by using
the left ehlod menu.
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Prepare your modification:

Gorporate Information

[ Additions

Upload Documents

[ submit Request

Comp

[ ncompite

Company Name: ELUCID SOLUTIONS, INC.
Contract Number: GS35F0444T
D 3SREDYKO.
‘Add Labor Category andlor Service Offerings
Modification Type: Add Product(s)
Add SIN
Respond to Additions

Respond to allof e terms and conditions.

You must respond o all the Additions Modification Sub Types before you can save this section.

Additions

*Required

Template Name Status Actions

|* Add Labor Category andlor Service Offerings Incomplete ——— [Respond |
 Add Products) Incomplete Respond
AdaSIN incomplete Respond
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Prepare your modification:
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[ Additions

d Documents

[ ncompite

Company Name:
Contract Number:

Modification Type:

ELUCID SOLUTIONS, INC.
GS35F0444T
3SREDYKO.

‘Add Labor Category andlor Service Offerings
Add Product(s)
Add SIN

Description For Add Labor Category and/or Service Offerings

Contract Begin Date : 2007-05-24.
“Please enter a detailed description of the Modification Request

Please enter supporting text for your mod request.
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Prepare your modification:
Fropare your modeaton | Company Name: ELUCID SOLUTIONS, INC.
 Corporate Information Contract Number: GS35F0444T
[ Additions 0 ESRETTD
‘Add Labor Category and/or Service Offerings
Upload Documents Modification Type: Add Product(s)
I submit Roquest A SN
EX weomie  RESPON to Additions

Respond to allof e terms and conditions.
You must respond o all the Additions Modification Sub Types before you can save this section.

Additions

*Required

Template Name Status IActions

1 Add Labor Category andlor Senvice Offerings (Completed Edit

1 Add Product(s) Incomplete: Respond
[ Add SIN incompiete Respond
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Prepare your modificatior

Corporate Information

[ Additions

Upload Documents

submit Request

Compi

[ ncompite

Company Name: ELUCID SOLUTIONS, INC.
Contract Number: GS35F0444T
D 3SREDYKO.

‘Add Labor Category andlor Service Offerings
Modification Type: Add Product(s)

Add SIN
Respond to Additions

Respond to allof e terms and conditions.

You must respond o all the Additions Modification Sub Types before you can save this section.

Additions

*Required

Template Name Status IActions

1 Add Labor Category andlor Senvice Offerings Completed Edit

1 Add Product(s) Completed Edit

[ Add SIN incomplete —— [[Respond
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Prepare your modificatior

Corporate nformation

[ Additions

Upload Documents

[ submit Request

I corpiete T incompete

Company Name:
Contract Number:
D

Modification Type:

ADD SIN(s)

ELUCID SOLUTIONS, INC.
GS35F0444T
3SREDYKO.

‘Add Labor Category andlor Service Offerings
Add Product(s)
Add SIN

You must add at least one SIN. You can add multiple SINs but one at a time.

Select SIN

132 100-Ancillary Supplies and/or Senices - SUBJECT TO COOPERATIVE PURCHASH&———. ~[|[_Add SIN Details

Action

Back To Additions
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Prepare your modification:

Corporate nformation

[ Additions

Upload Documents

[ submit Request

[ ncompite

Company Name:
Contract Number:

Modification Type:

ELUCID SOLUTIONS, INC.
GS35F0444T
3SREDYKO.

‘Add Labor Category andlor Service Offerings
Add Product(s)
Add SIN

ADD SIN (SPECIAL ITEM NUMBER) DETAILS

*Required
SIN Type. 132100

SIN Title Ancillary Supplies andlor Services - SUBJECT TO COOPERATIVE PURCHASING

* Scope What s the Scope for this SIN? Worldwide -

Do you wantto offer this SIN for State and Local Services?
* State And Local
Yes ® No
‘Add This SIN +—
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Prepare your modificatior

Corporate information

 Aditions

Upload Documents

submit Request

[ ncompite

Compi

You must add at least one SIN. You can add multiple SINs but one at a time.

Company Name: ELUCID SOLUTIONS, INC.
Contract Number: GS35F0444T
: 3SREDYKO.
Add Labor Category andior Senvice Oferings
Modification Type: Add Product(s)
AddSIN
ADD SIN(s)

Select SIN

132 100-Ancillary Supplies and/or Senices - SUBJECT TO COOPERATIVE PURCHASING

+ |[__Add SIN Details

Your SIN(s)
Name Description Actions
132100 Ancillary Supplies and/or Services - SUBJECT TO COOPERATIVE PURCHASING. Edt | Delete

—_

Back To Additions
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Prepare your modificatior

Corporate information

 Aditions

Upload Documents

submit Request

compiete [T incompete

Company Name: ELUCID SOLUTIONS, INC.
Contract Number: GS35F0444T
D 3SREDYKO.

‘Add Labor Category andlor Service Offerings
Modification Type: Add Product(s)

Add SIN
Respond to Additions

Respond to allof e terms and conditions.

You must respond o all the Additions Modification Sub Types before you can save this section.

Additions

*Required

Template Name Status IActions

1 Add Labor Category andlor Senvice Offerings Completed Edit

1 Add Product(s) Completed Edit

[ Add SIN Completed Edit | Delete
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ate Informa

Documents

Roquest

I corpiete T incompete

Company Name:
Contract Number:

Modification Type:

ELUCID SOLUTIONS, INC.
GS35F0444T
3SREDYKO.

‘Add Labor Category andlor Service Offerings
Add Product(s)
Add SIN

INFORMATION SAVED

The ADDITIONS section is Completed.

—— [ [Coninue ]

0r, go to any section by using
the left ehlod menu.
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Administrative

Address Change
Contract Administrator/Point of Contact(POC)

Authorized Negotiator

Email Address Change

FaxChange

Point of Contacts for Manufacturers, Dealers, Resellers, Agents
Telephone Change.

Website Address Change
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Prepare your modification:

Company Name: ELUGID SOLUTIONS, INC.
 Corporate Information Contract Number: GS35F0444T
Administrative 2= Crie)
e — Adress Change
[T vproad ocuments Contract Administrator/Point of Contact(POC)
Authorized Negotiator
D submit Request e Email Address Change
[ FaxChange
T ncompiete Point of Contacts for Manufacturers, Dealers, Resellers, Agents
Telephone Change
Website Address Change

Respond to Administrative

Respond to allof the terms and conditions.
You must respondto all the Administrative Modification Sub Types before you can save this section.

Administrative

* Required

Template Name Status Actions

1 Address Change Incomplete ——® [Respond |
" Contract AdministratorfPoint of Contact(POC) Incomplete Respond
" Authorized Negotiator Completed Eait

* Email Address Change Incomplete Respond
*Fax Change Incomplete Respond
1 Point of Contacts for Manufacturers, Dealers, Resellers, Agents_|incomplete Respond
 Telephone Change Incomplete Respond
" Website Address Change Incomplete Respond
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Prepare your modificatior

Company Name: ELUCID SOLUTIONS, INC.
Corporate Information Contract Number: GS35F0444T
Administative : EFDOVIOM

Address Change

[l Contract Administrator/Point of Contact(POC)
-_— Authorzed Negotator

] suomit Reques e e Email Address Change

com

FaxChange
[ ocompiete Point of Contacts for Manufacturers, Dealers, Resellers, Agents

Telephone Change.
Website Address Change.

d Documents

Description For Address Change

Contract Begin Date : 2007-05-24.
“Please enter a detailed description of the Modification Request

We have moved our office to:

4300 Waltington Road,
suite 302
Bethesda, MD, 20814

N
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i eOffer/eMod
Submit Contract Offers and Contract Modifications online
Welcome to eOffer/eMod
eOffer/eMod is a tool to submit contract offers and contract modification requests to GSA Federal Acquisition Service online. System Access

You are reauired to have a digtal crifcate for access int the eOfferieliod appication, to authentcate you against he autharized negatitors st for your ffer/mofication, and fo
sign the fial conractimodicaton documents clctroncaly. To obtain a digtal certficae, pease clck on th ink under the “About eOffer”secton below ttd (Diaial Certificates). ~ CONtract Offers (eOffers)
You wil see inks fo the two providers authorized t sel the ACES Business Representative Kentty Certfcats. > Prepare and submit cOffer

> Contnue working on saved eOffer
Please be aware, that # wil take between 7 and 14 days for a digtal cerficate o be issued after you have notarized you paperwork and submited  f the company and that digtal > Edt submited eOffer

certificates must be updated every two (2) years. I is imperative that you as contractors keep your digtal certficates current. An expired digtal certficate wil delay the abiy fo
‘submit an electronic offer or modificatin.

Furthermore, pease ensure that you back up your ceifcate. Chiec the eOffer user uide under he “Customer Assistance and Training” secton fofd the procedures for backing

up your certfate. By backng upyour cerfiate, f something happens {0 your compuer,you wil Rave 8 copy o mport on your e computer

Contract Modifications (eMods)

> Prepare and submi modication request

> Continue working on saved modicaton request
> Edt submited mocificaton request

‘Also remember you must add your name {0 the “Authorized Negotiatos” ist EXACTLY as i appears on your digtal certficate. If the names DO NOT match EXACTLY you WILL NOT
be able o access the eOfferieliod appications.

NEW Siartng from February 13, 2012, the express program has been discontiued and a regulr electronic offer must be subited NEW.

About eOffer
Learn More About: Customer Assistance and Trainin
* cotter + User Guides/Traiing
« eliog * eOftereliod User Guide:
 Handstory eliod ot  Freauentl Asked Questons (FAQ
« DiotalCertfcates * ContactUs
« Authorized Negolstors » MAS 520 (FABS) and 599 (TSS) Conractors - Pricing Piot NEW.
« Subconiracting Pan iodel Tempite:

pres—_ sncatons

Before you Begin
Iryou are submitting an eOffer: Iryou are submittng an ehlod:

Do vou aready have a digtal certficate?
Is vour DUNS number and Contract number avaible?
‘Are vou an authorized negotistor on the contract?
You may now subm the mod.

Have vou reviewed the solictation vou wan to make an offer sqsinst?
Have vou pssed the "Pathwas to Success” training?

Did vou cet vour DUNS number?

Have vou reqistered wih CCR and with ORCA?

Have vou applied for a digtal certfcate?

1 you have done all of the above, enter "eOffer”atthe right.

This s 3 U.S. General Services Adminsiraton Federal Government computer syster that s "FOR OFFICIAL USE ONLY". By using tis system you acknowledge: this system s subjectto monioring. Unauthorized attempts to upload information,
view information, o change information of ther vendor's data and attempts to bypass authentication or authorization mechanisms to gain access o unauthorized areas of the webste and any ofher actons that would compromise the.
‘confdentilty, inteoriy, and avaiabity of tis system are siricty prohibied and may be punishable under the Computer Fraud and Abuse Act of 1985 and the National nformation nfrastructure Protection Act





image123.png
Prepare your modificatior

Corporate Information

 Adminisiaiive

[ Uptoad Documents

submit Request

Comp

o I incompiete

ELUCID SOLUTIONS, INC.
GS35F0444T
D EFDOYXDM

Address Change

Contract Administrator/Point of Contact(POC)

Authorized Negoiator

Email Address Change

FaxChange

Point of Contacts for Manufacturers, Dealers, Resellers, Agents
Telephone Change.

Website Address Change.

Modification Type:

Respond to Administrative

Respond to allof the terms and conditions.
You must respondto all the Administrative Modification Sub Types before you can save this section.

Administrative

*Required

Template Name IStatus IActions.

" Address Change | compieted | Edit

|* Contract Administrator/Point of Contact(POC) Incomplete. —® [Respond |
" Authorized Negotiator Completed Eat

" Email Address Change Incomplete Respond
" Fax Change Incomplete Respond
" Pointof Contacts for Manufacturers, Dealers, Resellers, Agents |Incomplete Respond
" Telephone Change Incomplete Respond
" Website Address Change Incomplete Respond





image124.jpeg
Propare your modification: oo

 Administrative

[ upiosd Documents S

[ submit Roquest

Acme Management Concepts, Inc.
GS35F0444T

Conlract Adminsrator/Point of Contact(POC)
Authorized Negotator

Email Address Change.

Fax Change

Point of Contacs for Manufacturers, Dealers, Resslers, Agents
‘Telephone Change

Website Address Change

AdministrativeadminPoc

Basic Contract Details

Point Of Contact| John Doe

emai: [ ] doe@acme.com

‘Telephone: | 555-555-5555. URL Change: | www.acmesolutions.com

PO Fax No: | 555-565-6665 Contract Date: fYYY-MN-DD.

Your Negotiator(s) Details

Who will negotiate your Modification?
‘Vou can add multple negotiators. A minimum of one negotistor must have signature authorty. Negofiators wihout signature authorfy.
‘may prepare an elfod but ony negofiators wih signature authority may submi the Wod and sign the Contract Hodificaton.

Name:

Frank Doe
Jane Doe

Back To Administaive, Save Thisnformation ]| €——
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Propare your modification: [ Gompany Name: Acme Management Concepts, Inc.
Corporate Information | Contract Number: GSIFT

v Adminisiaiive Contract Admitsrator/Pint of Contact(POC)

Uptoad Documents . Email Address Change

EE]plosd bocuments | modification Type: Fax Change
[ submit Roquest Paintof Contacts for Hanufacturers, Dealers, Resellrs, Agents
e——— ——— ‘Telephone Change
I compiete (O] ncompiete Websie Address Change

Respond to Administrative

Respond o allofthe terms and conditons.
Vou must respond to alhe Adminisrative Modification Sub Types before you can save ths section.

Administrative

* Reauired
[Template Name. Status IActions
- Contract AdministratorfPon of Contact(POC) (Compited Eot

[~ Authorzed Negotator (Compted —» [

- Email Address Change Incomplete Tesoond
Fax Change Incoplete Respond
- Point o Contacls for Manufacturers, Dealers, Reselers, Agenfs _ncomplete Respond
Telephone Change. Incomplete Respond
| Webste Address Change Incomplete Respond
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Upload Documents
[ submit Request
[ Dy

‘Company Name: ‘Acme Management Concepts, Inc.
Contract Humber: GS35F0444T
Contract Adminsrator/Point of Contact(POC)
Authorized Negotiator
Email Address Change.
Modification Type: Fax Change
Poit of Contacs for Manufacturers, Dealers, Resslers, Agents
Telephone Change
Website Address Change

AdministrativephoneChg

Basic Contract Details.

pont Of Contact: [RADEE enor TR
Telophone: [ 555855555 ]
PO Fax No: | 555-556-6555 Contract Date: [YYYY-MH-DD

Your Negotiator(s) Details.

Who will negotiate your Modification?
‘Vou can add mullple negotators. A minimum of one negotistor must have signature authorty. Negofiators wihout signature authorfy.
‘may prepare an elfod but ony negofiators wih signature authority may submi the Wod and sign the Contract Hodificaton.

Name: Email. IAction:
Frank Doe authorized to sign it Delete
Jane Doe authorized o sign st Delete

—— [ ]

‘Back To Administrative
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Company Name: Acme Management Concepts, Inc.
Contract Humber: GS35F0444T
Conlract Adminsrator/Point of Contact(POC)
Authorized Negotitor
Email Address Change.
Modification Type: Fax Change
Point of Contacs for Manufacturers, Dealers, Reselers, Agents
‘Telephone Change
Website Address Change

Add Negotiator(s)

You can add mulp negotators.
Negoliators name and email should be exacty the same as i the digtal certfcate of that user.
Required

“Name: John Do

Title: Manager Contracts

“Phone:

1FUS (OX006K000): 5555555555

FIntemational (free form text):

“Emai [doe@acmesolutions com| |
Fax

1 US 00006X0000),

FIntemational (free form text):

Role: Negotiator- Authorizedto sign  ~

BackTo Administrative | |[__Add This Negotiator

)
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[ uplosd Documents
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‘Company Name: ‘Acme Management Concepts, Inc.
Contract Humber: GS35F0444T

Contract Adminsrator/Point o Contact(POC)
Authorized Negotitor
Email Address Change.
Modification Type: Fax Change
Point of Contacs for Manufacturers, Dealers, Resslers, Agents
Telephone Change
Website Address Change

Respond to Administrative

Respond o allofthe terms and conditons.
‘Vou must respond to alhe Adminsrative Modification Sub Types before you can save this section.

Administrative

*Required

Template Name Status. Actions
| Contract Adminisrator/Pin of Contact(POC) (Compted Edt
 Auhorized Negotator [Competed Eat

" Email Address Change Incomplete Respond
Fax Change Incoplete Respond
| Paint of Contacts for Manufacturers, Dealers, Reselers, Agents | ncomplete [r— ]
 Telephone Change Incompiete Respona
[ Websie Address Change Incompiete Respond
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Company Name: ‘Acme Management Concepts, Inc.
Contract Humber: GS35F0444T
Conlract Adminisrator/Point of Contact(POC)
Authorized Negotator
Email Address Change.

Modification Type: Fax Change
Point of Contacts for Manufacturers, Dealers, Resslers, Agents

Telephone Change
Website Address Change

Description For Point of Contacts for Manufacturers, Dealers, Resellers, Agents

Contract Begin Date : 2007-05-2¢
Please enter a detaied description of the Wodification Request.

Enter a detailed description of the Modification Request|

G2k To Adminsiaine —
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Prepare your modification:

Company Name: Acme Management Concepts, Inc.
 Corporate Information Contract Number: GS35F044T
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—— Tekghone Change
[ - Webste Address Change

Respond to Administrative

Respond o allofthe terms and conditons.
‘Vou must respond to alhe Adminsrative Modification Sub Types before you can save ths section.

Administrative

* Reauired
Template Name Status. IActions.
- Contract AdminisratorPin of Contact(POC) (Compited Edit
 Auhorized Negotator (Compted Edit
 Email Address Change (Compted it
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Submitted Modifications

Cick on the D to view the event log for a Contract Modification

D Mod Actions___[Contract Last Update Status IAssigned To_|Actions
EPPILRSI |Selected liod Actions (GS3SFO444T [2010-09-23 10:45:00.056 | Acions Pending David M. Cataino | [ Editiod | [_Delete Hlod
2EPI0I0 |Selctes o Actons |GSISFOMST [2010.09.30 73400048 | nProgress |pavi . Cataino | ((EGHod
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Submitted Modifications
Cick on the D to view the event log for a Contract Modification

D Mod Actions (Contract Last Update ‘Status /Assigned To  Actions
EPIES |Sekcedlios Actons GSEFDAMT  p01006.23 104500055  Actons Pending Do . Caaino Deste hog
2EPis00 Selcte os nctons GossrosseT |2010.0930 073400 06| Approved ep—
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eOffer/eMod

Submit Contract Offers and Contract Modifications online.

pps | CCR | GSAgov | GSA Advantage!

1856 472.9114 | _eoffer@gsa.gov

Welcome to eOffer/eMod
€OfferleMod is a tool to submit contract offers and contract modfication requests to GSA Federal Acquisition Service online.

You are required to have a digtal certiicate for access into the eOfferleMod applications, to authenticate you againstthe authorized negotiators list for
your offerimodification, and to sign the final contractmodification documents electronically. To obtain a digital certficate, please click onthe link under
the “About eOffer” section below tilled (Diaital Certificates). You will see links for the two providers authorized to sell the ACES Business
Representative Identity Certficates.

Please be aware, that t will take between 7 and 14 days for a digital certiicate to be issued after you have notarized you paperwork and submitted itto
the company and that digital certiicates must be updated every two (2) years. It is imperative that you as contractors keep your digital cerliicates
current An expired digital certficate will delay the abilty to submitan electronic offer or modification

Furthermore, please ensure that you back up your certficate. Check the eOffer user guide under the “Customer Assistance and Training” section to
find the procedures for backing up your certicate. By backing up your certficate, if something happens to your computer, you will have  copy to import
on your new computer.

Also remember you must add your name to the “Authorized Negotiators’ list EXACTLY as it appears on your digital certiicate. If the names DO NOT
‘match EXACTLY you WILL NOT be able to access the eOffer/ehod applications.

NEW Staring from February 13, 2012, the express program has been disconfinued and a regular elecironic offer must be submitied NEW

About eOffer

Leam More About: Customer Assistance and Training:
o eOfter « User GuidesfTraining
o ellog  eOfferiebiod User Guide
« Mandator eblod Pilot « Frequently Asked Questions (FAQ)
 Diatal Certiicates « Contactus
* Authorized Neqotiators ‘»1AS 520 (FABS) and 599 (TSS) Contractors - Pricing Pilot NEW
+ Subcontracting Pian bogel Template
« 1AS Schedule Solicitations

Readiness Assessmen

Notifications
o Site Maintenance Schedule

— =

System Access

Contract Offers (€Offers)

> Prepare and submit eOffer
> Continue working on saved eOffer
> Edit submitted eOffer

Contract Modifications
(eMods)

> Prepare and submit modification

request
> Continue working on saved modification

request
> Edit submitted modification request
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Submit contract offers and contract modifications online

wderal Acquisition Service eOffer/eMod

MY MODIFICATIONS ::  Acme Management Concepts, Inc.

Ithas been determined that the following contracts require a Sub-Contracting plan: GS07F0015X. Please complete and submitthe Incorporate Sub-Contracting Plan (Subk) mod type.

New MommL- s
Select Contract Action

ERE —

Saved Modifications

Click onthe ID to view the event log for a Contract Modification
) Mod Actions (Contract |Last Update Status. [Actions
INothing found to display.

Submitted Modifications

Click onthe ID to view the eventlog for a Contract Modification

D [Mod Actions [Contract |Last Update Status. igned To [Actions

INothing found to display.
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Ithas been determined that this contract requires a Sub-Contracting plan. Please complete and submit he Incorporate Sub-Contracting
Plan (SubK) mod type.

‘Select Modification Types

Primary Types | Sub Types

[JAdd Labor Category
‘Additions. [JAdd Product(s)
CJaddsin

[ Gontract Administrator/Pint of Contact(POC)

D Authorized Negotiator

[JEmail Address Change

[JFaxchange

[Point of Contacts for Manufacturers, Dealers, Resellers, Agents
[ Telephone Change

corporate Sub-Gontracting Plan (SUbK)

[Jwebsite Address Change

Administrative
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Administative

[ Upioad Documents

[ submit Roguest

B comviete [T incompete

Administrative

Subcontracting Plan
Contract End Date

Acme Management Concepts, Inc.
GS35F0444T

Incorporate Sub-Contracting Plan (SubkK)

018:11-10

Type
Expiration Dat

Individual v
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INFORMATION SAVED

The ADMINISTRATIVE section is Completed.

—

0r, go to any section by using
the left ehlod menu.
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UPLOAD DOCUMENTS

Attach supporting documents to this elod

Upload all documents associated with your eblod.

Please do not upload the Microsoft Excel fles with more than one print area.
Only files of size less than or equal to 100.0 M can be uploaded.

Documents
*Required
Type Name Status Actions
* Subcontracting Correspondence
ViewDownload Subcontracting Plan Template NefEriacoeg e
Vendor Defined Not Uploaded Usload

— [Cme ]
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‘Select Modification Types

Cancelation O
Terminatins

‘Submit Online
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Company Name: Acme Management Concepts, Inc.
Contract Humber: GS35F0444T

Modification Type: Cancel Contract

Description For Cancel Contract

Contract Begin Date : 2007-05-2¢

Instructions:

Using the text box below, enter a reason for canceing your contract. The cancelation wil take effect tity (30) calendar days after your
‘contracting offcer has processed the modification. You wil be noffid by e-mal at hat me. Submiting this modifcaton wil cancel your

‘contract effective 30 days after the modifcaton is approved by your coniracting officer. You may rescind this cancelation at any time
during the 30 days. After the 30 days, your coniract wil be cancelled and you willbé unable o rescind ths cancelation.

“Please enter a detaled descrpton of the Hodification Request

We need to cancel Contract (GSISFO444T... B

BaekTo CancalalanorTerminalons —_—
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Submitted Modifications
Cick on the D to view the event log for a Contract Modification

D Mod Actions _[Contract Last Update Status. IAssigned To_Actions
€PPUIRS| |Selecied los Acions (GS3SFO4ST 20100923 10:4800056 | Actions Pending Davit . Catano | [ Edithlod | [ Delete od ]
|26Pe901Q  |Selected lod Actons GS35F0444T |2010-09-30 07:3¢:00 046 | Completed oavistt-ectoy [ [ Rescnaoa ] [ Viewiod ] [ Download 5k20
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Prepare your modificatior

Corporate nformation

[ Deleions.

Upload Documents

[ submit Request

compiete [T incompete

Company Name: ELUCID SOLUTIONS, INC.
Contract Number: GS35F0444T
D XLGESQ7A
Modification Type: Delste Product(s)
Delete SIN

Delte Labor Category andlor Senice Offerings

CORPORATE INFORMATION
Is the information correct?

“This information is taken directy from Ceniral Contractor Reqistration (CCR). If any of this information is incorrect, it must be corrected
through Central Contractor Registration (CCR). Any changes will be reflected in eOffer in approximately 24 hours.

DUNS Number: 109111224
Type of Organization: Corporate Entity (Not Tax Exempt)
Common Parent DUNS Number:
Company Name: [ELUCID SOLUTIONS, INC.
Doing Business As (DBA)
Asian-Paciic American Owned
usiess e AR
‘Small Disadvantaged Business
Company Address.
Streett 4300 MONTGOMERY AVE STE 302
Street2:
city: BETHESDA
State: )
Zip/Postal Code: 208144461
Country: usA

Mailing Address

Company Name: [ELUCID SOLUTIONS, INC.
Streett 4300 MONTGOMERY AVENUE, SUITE 302
Street2:

city: BETHESDA

State: )

Zip/Postal Code: 208144461

Country: usA

( Sign Out and Correct Ermors in CCR
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FedBizOpps | CCR | GSAgov| GSA Advantage!

eoffer@gsagov

eOffer/eMod

Submit Contract Offers and Contract Modifications online.

Click PLAY to see the video about Home Page

v

Click the download icon to view or download guide for Home Page

This i 8 US. General Services Adminisiration Federal Government computer system that s "FOR OFFICIAL USE ONLY". By using i system you acknowldge: tis
System s subject to monitoring. Unauthorized attempts o upload information, view informaton, or change informatin of other vendor's data and attempts to bypass.
‘authentication or authorization mechanisms to gain aceess o unauthorized areas of the webste and any other actions that would compromise the confdentilty, ntegrty,
‘and avalabity ofthis system are stricty prohibied and may be punishable under the Computer Fraud and Abuse Act of 1986 and the National nformation nfrastructure
Protecton Act
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Propare your modification:

Company Name: ELUCID SOLUTIONS, INC.

Corporate Information Contract Number: GS35F0444T

[ Deleions. : XLG8S7A

— Delete Labor Category andlor Senice Offerings
Modification Type: Delete Produci(s)

[ submit Request CEEDETY

compiete [T incompete

INFORMATION SAVED

The CORPORATE INFORMATION section is Completed.

—> [ Cooninee ]

0r, go to any section by using
the left ehlod menu.
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Prepare your modification:

Company Name: ELUCID SOLUTIONS, INC.
Corporate Information Contract Number: GS35F0444T
) eterons : XLG8SQ7A
e — Delete Labor Category andlor Senice Oflerings
Upload Documents Modification Type: Delete Product(s)
I submit Roquest Delete SN
e EJ s RESPON to Deletions

Respond to allof e terms and conditions.
You must respondto all the Deletions Hodification Sub Types before you can save this section.

Deletions

*Required

Template Name Status Actions

" Delete Labor Category andlor Senvice Offerings Incomplete ——® [Respond |
" Delete Products) incomplete Respond
" Delete SIN incomplete Respond
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Prepare your modification:

orporate Information

[ Deleions.

d Documents

[ ncompite

Company Name: ELUCID SOLUTIONS, INC.
Contract Number: GS35F0444T
D XLGESQ7A

Delte Labor Category andlor Senice Offerings
Modification Type: Delste Product(s)

Delete SIN

Description For Delete Labor Category and/or Service Offerings

Contract Begin Date : 2007-05-24.
“Please enter a detailed description of the Modification Request

Enter a ecailed description of the Modification Request.

Back To Deletions —_—>
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Prepare your modification:

Company Name: ELUGID SOLUTIONS, INC.
-orporate Information Contract Number: ‘GS35F0444T
[ Deletions. 1D: JLERTTR
Delete Labor Category and/or Service Offerings.
I Upioad Documents Modifcation Type: Delete Products)
Delete SIN

ubmit Roquest

Comy

[ tncompiete  DELETE SIN(s)

You must delete atleast one SIN.

Control
SIN Title e Index NO | Termination Date. Action
Information Technology
Professional Services - TP v— oo
13251 BT 10 oOPERATIVE | 200714400018 May v 08 v 2013
PURCHASING
132 51STLOC | Not availale 200714400019 MM v DD v YYYY - a

T
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Propare your moificatio
Bropare your modeaton: | Company Name: ELUCID SOLUTIONS, INC-
 Corporate Information Contract Number: GS35F0444T
Detetons : XLG8SQ7A
Delete Labor Category and/or Service Offerings.
[ Tp— Wodification Tye: Datels roduci®)
I submit Roquest EEEDET

[l memmete  RESPONA to Deletions

Respond to allof e terms and conditions.
You must respondto all the Deletions Hodification Sub Types before you can save this section.

Deletions

*Required

Template Name Status IActions

" Delete Labor Category andior Service Offerings Completed Edit

" Delete Product(s) Completed Edit

" Delete SIN Completed Edit | Delete

——» [ e Amiconine
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‘Select Modification Types

Primary Types

Sub Types

Legal

Change of Name Agreement
[ Novation Agreement
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[ uplosd Documents

[ submit Roquest

ELUCD SOLUTIONS, NC.
GS35F0444T

Change of Name Agreement

INFORMATION SAVED
The CORPORATE INFORMATION scction is Completed.

—» | [(cominue )

0r, goto any section by using
the left ellod menu.
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Propare your modification: [ o pany Name: Acme Management Concepts, Inc.

Corporate Information | Contract Number: Gs35F0LT
e Modification Type: Change of Name Agreement
[ upioad Documents 22

e Description For Change of Name Agreement
[ submit Roquest

Il corvivte [ incompiets  ContractBegn Date : 2007-05.26

Instructions:

Ifonly a change of the contractor's name is involved and the Government's and contracor'srights and oblgations remain unaffected, the
parties shall execute an agreement o reflect the name change. The corlractor shall forward to the responsibe conlracting office three.
signed copies of the Change-of-llame Agreement, and one copy each of the folowing
1. The document effecting the name change, authenticated by a proper offcalof the State having jurisdicton.
2. The opion of the contractors legal counsel statng tha the change of name was properly effected under appiicable law and
Showing the effective date.
3 Alstof al affected contracts and purchase orders remaining unsstiied between the contractor and the Government, showing for
‘each the contract number and type, and name and address of the contracting office. The contracting officer may request the fotal
olar value as amended and the remaining unpaid balance for each contract.

To upload documents, cick here:

Please enter a detaied descrition of the Modification Request

w/a R

—» [
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Prepare your modification:

 Corporate information
[ < [

BB Uptosd pocuments

Company Name: ‘Acme Management Concepts, Inc.
Contract Humber: GS35F0444T

Modification Type: Change of Name Agreement
UPLOAD DOCUMENTS

Attach supporting documents to this eMod
Upload all documents associated with your ehod.

Please do not upload the Microsoft Excel fles with more than one print area.
Only fles of size less than or equalto 100.0 M can be uploaded.

Documents
- Requied

Type Name Status. Actions|
* Affected confracts andlor orders ot Upoaged Uploag

~ Amended Tota Dolar Value - Change of Name ot Upoaded Uploag

~ Change of name FAR requirements. ot Upoaded Uploag

- Document o name change authenticated by Statd ot Upoaged Uploag

~ Legal opinion - change of name ot Upoaded Uploag

Vendor Defined ot Uploaged Upioag
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‘Select Modification Types

Primary Types

Sub Types

Legal

[ change of Name Agreement
Novation Agreement
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P r modiicati
Prepare your modification: | company Name: ‘Acme Management Concepts, Inc.
Corporate Information | Contract umber: GS3FO4AT

oo Modification Type: Novation Agreement

[ Uptoad Documents .

e Novations

[ submit Request

e —
I comviete X neomsits 5,154 s contracts withany other feceral agency or agencies? © Yes © No
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Propare your modification:

Corporate Information

[ Logal

[ Uptoad Documents

submit Request

[ ncompite

I o

Company Name: ‘Acme Management Concepts, Inc.
Contract Number: GS35F0444T

Modification Type: Novation Agreement
Novations

Do you have coniracts with any otner federal agency or agencies? @ Yes
Have you novated with any other federal agency? © Yes © No

Do you have multiple GSA Contracts? @ Yes ©) No .

s this the first coniract that you are novating with GSA? © Yes @ No.

[ sowaniconine || 4——

No
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Prepare your modificatio
Prepare your modiication: [ cany Name: Acme Management Concepts, Inc.

Corporato nformation | Contractumber: Gs3sF0MAAT
B ool | Modification Type: Novation Agreement

[ upioad ocuments - )
S=FRE PR Description For Novation Agreement
[ submit Roquost

I corviete [ ncompite  Contract Begin Date : 2007-05-24

Instructions: Upload a copy of the approved SF-30 providedto you by the contracting officer who awarded your Novation or

‘name change. Ifyou do not have a digital copy, you may either request one from the conlracting officer who issued i, or scan
the copy you have.

To upload documents, dick here

Please enter a detailed description of the Modification Request.
A

Back To Legal -_—k ‘Save Description
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Prepare your modification:
Fropare your modReaton _ company Hame: Acme Management Conceps, Inc.
Gorporato Information | Contract Humber: Gs38F044AT.
Logal Modification Type: Novation Agreement

UPLOAD DOCUMENTS
=" ttach supporting documents to this eMod
[ submit Request Upload alldocuments associated with your ellod.

Please do not uploadthe Microsoft Excel fles with more than one print area.
Only files of size less than or equal to 100.0 MB can be uploaded.

[ ncampite

Documents
Type Name Status Actions
" SF30 NotUploaded |Upload
Balance sheets NotUploaded | Upload
Certiicate of Incorporation NotUploaded | Upload
Consent of sureties NotUploaded | Upload
Evidence of securty clearance(s) NotUploaded | Upload
Evidence of transfer NotUploaded | Upload
Legal opinion - novation NotUploaded | Upload
Novation Agreement NotUploaded | Upload
‘Stakeholder meeting minutes NotUploaded | Upload
Vendor Defined NotUploaded | Upload
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Select Modification Types

[l Temporary Price Reduction

[CJEconomic Price Adjustments (EPA) with Commercial Price List (increase)
[l Economic Price Adjustments (EPA) without Commercial Price List (increase)
[CJPermanent Price Reduction (Based on Most Favored Customer)
[CIPermanent Price Reduction (industry Partner requested)

[T wage Determinations

(SainiOisg) (mConrsiu)
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You must select only ONE of these following

Error: * Permanent Price Reduction (Based on Host Favored Customer)
"+ Permanent Price Reduction (Industry Partner requested)
« Temporary Price Reduction

You must select only ONE of these following

Error: * EConomic Price Adjustments (EPA) with Commercial Price List (increase)
TTOF o Economic Price Adjustments (EPA) without Commercial Price List (increase)
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Pricing

O Temporary Price Reduction

conomic Price Adjustments (EPA) with Commercial Price List (increase)
[CJEconomic Price Adjustments (EPA) without Commercial Price List (increase)
ermanent Price Reduction (Based on Most Favored Customer)
[CIPermanent Price Reduction (industry Partner requested)

Wage Determinations

Technical

[Ccnange in geographic coverage (scope)
[OPart(s) Number Change.

[ Product Descriptive Change:

[ senice Descriptive Change

Terms And Conditions

[CJAmerican Recovery and Reinvestment ACt(ARRA)
[ createittanage Clause Exception(s)
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Select Modification Types

[l Temporary Price Reduction

Economic Price Adjustments (EPA) with Commercial Price List (increase)
[ Economic Price Adjustments (EPA) without Commercial Price List (increase)
Permanent Price Reduction (Based on Most Favored Customer)
[CIPermanent Price Reduction (industry Partner requested)

Wage Determinations

=0 (it Ouiron) || meCucelm]
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Respond to Pricing
Respondto al of the erms and condtions.

You must respondto al the Pricing Modification Sub Types before you can save this section.

Pricing
*Required

Template Name Status Actions.

" Economic Price Adustments (EPA) with Commercial Price.

ey Incompite —» [Fewons
" Permanent Price Reduction (Based on Host Favored

e Incomplete Respond
" Wage Determinations incomplete Respond
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Description For Economic Price Adjustments (EPA) with Commercial Price List (increase)

Contract Begin Date : 2007-05-24.
Date of Last EPA Complted - 2010-11-24.

Percentage: 2 %

“Please enter a detailed description of the Modification Request

Enter a description. =

e To g —_—





image163.jpeg
Respond to Pricing

Respond to allof the terms and conditions.
You must respondto all the Pricing Modification Sub Types before you can save this section.

Pricing

*Required

Template Name Status Actions

" Economic Price Adustments (EPA) with Commercial Price|

List (ncrease) el =2

" Permanent Price Reduction (Based on Host Favored

ey Incomplete Respond
* Wage Determinations incompiete Respond
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Description For Permanent Price Reduction (Based on Most Favored Customer)

Contract Begin Date : 2007-05-24

Please enter a Start Date.

StartDate: January v 01 v 2008 ~
“Please enter a detailed description ofthe Modification Request

Enter & asscriprion nese |

Back To Pricing —_—
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Respond to Pricing

Respond to allof the terms and conditions.
You must respondto all the Pricing Modification Sub Types before you can save this section.

Pricing
*Required

Template Name Status Actions.
" Economic Price Adustments (EPA) with Commercial Price.

List (increase) i e

" Permanent Price Reduction (Based on Host Favored

o completed Eait

" Wage Determinations [Completed Eait
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[ change in geographic coverage (scope)
[¥IPart(s) Number Change

[¥IProduct Descriptive Change

[¥] Senice Descriptive Change

Technical

—
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Prepare your modification:

Company Name: Acme Management Concepts,Inc.
 Corporate Information Contract Number: GS35F0444T

‘Change in geographic coverage (scope)
e Pars) Number Change
Upload Documents FRIGEETT e FEE

‘Senice Descriptve Change

[ submit Regus
2 corpiete [T incompete

INFORMATION SAVED
The CORPORATE INFORMATION section is Completed.

— | (Comine ]

0r, go to any section by using
the left ehlod menu.
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Respond to Technical

Respond o allof e terms and conditions.
You must respondto all the Technical Modification Sub Types before you can save this section.

Technical

*Required

Template Name IStatus Actions
|* Change in geographic coverage (scope) Incomplete. ——» | Respond
" Partis) Number Change incomplete Respond
" Product Descriptive Change incomplete Respond
" Senice Descriptive Change incomplete Respond
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Description For Change in geographic coverage (scope)

Contract Begin Date : 2007-05-24
“Please enter a detailed description of the Modification Request

Enter a detail description here. B

e T g —_
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Respond to Technical

Respond to allof e terms and conditions.
You must respondto al the Technical Modification Sub Types before you can save this section.

Technical

*Required

Template Name Status Actions.

I* Change in geographic coverage (scope) [Completed Edt_]|

" Part(s) Number Change Incomplete Respond
" Product Descriptive Change incomplete Respond
" Senice Descriptive Change incomplete Respond





image171.png
Terms And
Conditions

|American Recovery and Reinvestment Act(ARRA)
Create/Manage Clause Exception(s)
Disaster Recoreny
E-Verify

7 Re-epresentaton of Non-Novated MergerAcauisiton
 CJRenepresentation of Business Size

[ Revise Terms and Conditions
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Respond to Terms And Conditions
Respond to allof e terms and conditions.

You must respondto all the Terms And Condiions Modification Sub Types before you can save this section,

Terms And Conditions

* Required

Template Name Status Actions

* American Recovery and Reinvestment ACtARRA) Incompiete  ———  [Respond |
" Create/Manage Clause Exception(s) incomplete Respona

" Disaster Recovery Incomplete Respond

" Exverty incomplete Respond
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Respond to American Recovery And Reinvestment Act 2009

Do you accept all the clauses as mentioned in the ‘American Recovery and Reinvestment Act as of
2009 (ARRA)?

© Yes

[ Back To TermsandConditions | | Save This Information
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Respond to Terms And Conditions
Respond to allof e terms and conditions.

You must respondto all the Terms And Condiions Modification Sub Types before you can save this section,

Terms And Conditions

*Required

Template Name Status

" American Recovery and Reinvestment ACARRA) Completed Edit

" Create/Manage Clause Exceplion(s) Respond
" Disaster Recovery Incomplete Respond
" E-veriy Incomplete Respond
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Approved List of contract clauses for which exceptions are taken

Clause Number. Title. | Action
522021  |DEFINITIONS (JUL 2004) ||
522033 |GRATUITES (4PR 1984) Brop
522044 |PRINTED OR COPIED DOUBLE-SIDED ON RECYGLED PAPER (JULY 2008) Drop

Available list of contract clauses for taking exception(s)

52.2021

DEFINITIONS (JUL 2004)

52.203-13

CONTRACTOR CODE OF BUSINESS ETHICS AND CONDUCT (APR 2010)

52.203-15

WHISTLEBLOWER PROTECTIONS UNDER THE AMERICAN RECOVERY AND
IREINVESTMENT ACT OF 2009 (JUN 2010)

DDDD§

522033

GRATUITIES (APR 1984)
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Exception Text to the regulation 52.202-1 ( Original )

Approved Exception Text:

PCO Approval Comme

[Tnis is a test

[Tnese are fine.

Exception Text:

If approved, the information provided in this screen will appear on eLibrary for buyer(s) to view

[We aze dropping cthis exception

Drop Exception





image177.jpeg
Approved List of contract clauses for which exceptions are taken
* Regulation Marked For Removal

Clause Number, Title Action
- 522001 |DEFINITIONS (JUL 2004) —® [[CanceiDrop
522033 |GRATUITIES (APR 1984) Diop
522044 |PRINTED OR COPIED DOUBLE-SIDED ON RECYGLED PAPER (JULY 2008) Drop
Available list of contract clauses for taking exception(s) ‘Select Regulation(s)
SelectClause Number] Title
] 52.20: IDEFINITIONS (JUL 2004)
o 5220313 |CONTRACTOR CODE OF BUSINESS ETHICS AND CONDUCT (APR 2010)
= 220245 |WHISTLEBLOWER PROTECTIONS UNDER THE AWERICAN RECOVERY AND
220315 |REINVESTMENT AGT OF 2008 (JUN 2010)
] 522033 |GRATUITIES (APR 1984)
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Available list of contract clauses for taking exception(s)

Select

Clause Number

Title

52.2021

DEFINITIONS (JUL 2004)

5220313 |CONTRACTOR CODE OF BUSINESS ETHICS AND CONDUCT (APR 2010)

]

) | spousqs |WHISTLEBLOWER PROTECTIONS UNDER THE AMERICAN RECOVERY AND
8220315 |REINVESTMENT ACT OF 2009 (JUN 2010)

o 522033  |GRATUITIES (APR 1984)

—
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Exception Text to the requlation 52.202-1 ( Original )

Instructions:
1. Review the clause language for any points you may wish to take exception to.
2. Highlight and Copy (Cirl+ C)text which you wish to take exception to.
3. Paste (Cirl+V)the textyou want to change into the "Excerpt From Clause” box.
2 You may also use the Exception Text boxto ADD text without copying a sentence.
4. Press "Ready To Edif. You can now make your changes in the "Exception Text" box
5. When you are finished making edits, press “Save Exception Text

Note: this will be most effective if ou copy a full sentence or paragraph so as to establish context

Excerpt From Clause:
This box is where text you wish to edit will be pasted.

Ready To Edit

If approved, the information provided in this screen will appear on eLibrary for buyer(s) to view
Exception Text:
This box is where you will perform your edits after you press 'Ready To Edit’
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Exception Textto the. regulalm{ 522021 (
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52.202-1 DEFINITIONS (JUL 2004)

(a) When a solicitation provision or contract clause uses a word of term that s defined in the Federal
() The solicitation. of amended solicitation, provides a different definition:

(2) The contracting parties agree to a different definition:

(3) The part, subpart, or section of the FAR where the provision or clause is prescribed provides a
different meaning: or

(4) The word or term is defined in FAR Part 31, for use in the cost principles and procedures.

(b) The FAR Index is a guide to words and terms the FAR defines and shows where each definition is
located. The FAR Index is available via the Internet at http://wiww acqnet gov at the end of the FAR.
after the FAR Appendix.
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Exception Text to the requlation 52.202-1 ( Original )

Instructions

1. Review the clause language for any points you may wish to take exception to.
2. Highlight and Copy (Cirl+ C)text which you wish to take exception to.
3. Paste (Cirl+V)the textyou want to change into the "Excerpt From Clause” box.
. Youmay also use the "Exception Text” box to ADD tet, without copying a sentence
4. Press "Ready To Edif. You can now make your changes in the "Exception Text" box
5. When you are finished making edifs, press “Save Exception Text

Note: this will be most effective if you copy a full sentence or paragraph so as to establish context

Excerpt From Claus
1s defined in cthe Federal

Acquisition Regulation (FAR), the word or term has the same meaning as the
definition in FAR 2.101

in effect at the time the solicitation was issued, unless—

(1) The solicitation, or amended solicitation, provides a different definition

Ready To Edit

If approved, the information provided in this screen will appear on eLibrary for buyer(s) to view
Exception Text:

This box is where you will perform your edits after you press 'Ready To Edit'.
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Exception Text to the regulation 52.20;

(Original)

Instructions:

1. Review the clause language for any points you may wish to take exception to.
2. Highlight and Copy (Cirl+ C)text which you wish to take exception to.
3. Paste (Cirl+V)the textyou want to change into the "Excerpt From Clause” box.
2 Youmay also use the "Exception Text boxto ADD text without copying a sentence.
4. Press "Ready To Edit. You can now make your changes in the "Exception Text" box
5. When you are finished making edits, press “Save Exception Text

Note: this will be most effective if you copy a full sentence or paragraph so as to establish context

Excerpt From Clause:
is defined in cthe Federal

Acquisition Regulation (FAR), the word or term has the same meaning as the
definition in FAR 2.101

in effect at the time the solicitation was issued, unless—
(1) The solicitation, or amended solicitation, provides a different definition

Change and Edit

If approved, the information provided in this screen will appear on eLibrary for buyer(s) to view
Exception Text:

Ts defined in the Feaeral

Acquisition Regulation (FAR), the word or term has the same meaning as the
definition in FAR 2.101

in effect at the time the solicitation was issued, unless—
(1) The solicitation, or amended solicitation, provides a different definition

[ Backtolist | [ SaveExceptionText | |[Continue ToNext ||<g———
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Exception Text to the regulation 52.20;

(Original)

Instructions:

1. Review the clause language for any points you may wish to take exception to.
2. Highlight and Copy (Cirl+ C)text which you wish to take exception to.
3. Paste (Cirl+V)the textyou want to change into the "Excerpt From Clause” box.
2 Youmay also use the "Exception Text boxto ADD text without copying a sentence.
4. Press "Ready To Edit. You can now make your changes in the "Exception Text" box
5. When you are finished making edits, press “Save Exception Text

Note: this will be most effective if you copy a full sentence or paragraph so as to establish context

Excerpt From Clause:
is defined in cthe Federal

Acquisition Regulation (FAR), the word or term has the same meaning as the
definition in FAR 2.101

in effect at the time the solicitation was issued, unless—
(1) The solicitation, or amended solicitation, provides a different definition

Change and Edit

If approved, the information provided in this screen will appear on eLibrary for buyer(s) to view
Exception Text:
Ts defined in the Federal

Acquisition Regulation (FAR), the word or term has the same meaning as the
definition in FAR 2.101

in effect at the time the solicitation was issued, unless—

(1) The solicitation, or amended solicitation, provides a different definition

Beckio s -—
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Respond to Terms And Conditions
Respond to allof e terms and conditions.

You must respondto al the Terms And Conditions Modification Sub Types before you can save this section.

Terms And Conditions

*Required
Template Name Status Actions.

1 American Recovery and Reinvestment ACKARRA) Completed Eait

" Create/Manage Clause Exception(s) Completed Eait

" Disaster Recovery incomplete ——% [Respond]
" E-veriy incomplete Respond
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Respond To Disaster Recovery

Does the offeror agree to voluntarily participate in the Recovery Purchasing Program as described in GSAR
552.238-80, "Use of Federal Supply Contracts by Certain Entiies-Recovery Purchasing in this solicitation"?

© Yes

Back To TemsandConditions | | [ Save This information | | —
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Respond to Terms And Conditions
Respond to allof e terms and conditions.

You must respondto al the Terms And Conditions Modification Sub Types before you can save this section.

Terms And Conditions

*Required

Template Name Status Actions.

" American Recovery and Reinvestment ACARRA) Completed Eait

" Create/Manage Clause Exception(s) Completed Eait

" Disaster Recovery Completed Edit

" E-veriy incompiete —— [[Respond
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Respond To Employment Eligibility Verification

As perthe FAR, Clause 52.222-54, Employment Eligibility Verification (Jan 2009), Federal contractors and

‘subconiractors are required o begin using the U.S. Citizenship and Immigration Senices’ E-Verfy systemto
verify their employees" eligibiiy o legally work in the United States.

Yes © Not Applicable.

( Back To TermsandConditions | |[

Save This Information | | ———
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Respond to Terms And Conditions
Respond to allof e terms and conditions.

You must respondto al the Terms And Conditions Modification Sub Types before you can save this section.

Terms And Conditions

*Required

Template Name Status IActions
" American Recovery and Reinvestment ACARRA) Completed Edit

" Create/Manage Clause Exception(s) Completed Edit

" Disaster Recovery Completed Edit

[ E-verty Completed Edt
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Terms And
Conditions

[Tl American Recovery and Reinvestment ACt(ARRA)
[ Create/Manage Clause Exception(s)
[IDisaster Recovery
I E-verify
Re-representation of Non-Novated erger/Acquisition
IRerepresentaton of Business Size
[ Revise Terms and Conditions
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Description For Re-representation of Non-Novated Merger/Acquisition

Contract Begin Date : 2007-05-24

Please enter a detailed description of the Modification Request.
A

—_— Save And Continue





image192.jpeg
UPLOAD DOCUMENTS

‘Attach supporting documents to this elod
Upload all documents associated with your eMod.

Please do not upload the Microsoft Excel fles with more than one print area.
Only files of size less than or equal to 100.0 M can be uploaded.

Documents

*Required

Type Name Status Actions
* Re-Representation - Organization Conflict

Pty Not Uploaded Upload
* Supporting Documentation - Re-

Representation of Non-Novated Not Uploaded Usload
MergeriAcquisition

Vendor Defined Not Uploaded Upload
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@ hipsjcofergsagon

P-al2cex

© Welcome L Ik

File Edit View Favorites Tools Help

About eOffer

Learn More About:
o eOffer
« ellog

« Uandstory etod Pilot
"+ Dita Ceficates |
Uhorze0 NeGovaTars

‘Subconiracting Pian Hodel Template
1IAS Schedule Soliciatior

Readiness Assessment NEW.

Customer Assistance and Trainin
+ User Guides/Training
= Offerleblod User Guide

+ Erequently Asked Questions (FAQ)
ContactUs

« HAS 520 (FABS) and 599 (TSS) Contractors - Pricing
Pilot

Notifications
o Site Maintenance Schedule
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Terms And
Conditions

[Tl American Recovery and Reinvestment ACt(ARRA)

[ Create/Manage Clause Exception(s)

[IDisaster Recovery

I E-verify

[CIRe-representation of Non-Novated Merger/Acquisition
Re-representation of Business Size

[ Revie Terms and Conditions
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Description For Re-representation of Business Size

Contract Begin Date : 2007-05-24.

Please enter a detailed description of the Modification Request.
A





image195.jpeg
UPLOAD DOCUMENTS

Attach supporting documents to this elod
Upload all documents associated with your eblod.

Please do not upload the Microsoft Excel fles with more than one print area.
Only files of size less than or equal to 100.0 M can be uploaded.

Documents

* Required

Type Name. Status Actions
* Supporting Documentation - Re-

Representation of Business Size Not Uploaded Uploag
Vendor Defined Not Uploaded Uploag
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Terms And
Conditions

[Tl American Recovery and Reinvestment ACt(ARRA)

[ Create/Manage Clause Exception(s)

[IDisaster Recovery

I E-verify

[CIRe-representation of Non-Novated Merger/Acquisition
[JRe-representation of Business Size.

Revige Terms and Conditions
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Prepare your modification:

Gorporate Information

4 Documents

it Rogquest

I corpiete T incompete

Company Name:
Contract Number:
0:

Modification Type:

ELUCID SOLUTIONS, INC.
GS35F0444T

1SEEZTH3

Revise Terms and Conditions

Description For Revise Terms and Conditions

Contract Begin Date : 2007-05-24.

“Please enter a detailed description of the Modification Request

Enter a decailed description.
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UPLOAD DOCUMENTS

‘Attach supporting documents to this elod

Upload all documents associated with your ebod.

Please do not upload the Microsoft Excel fles with more than one print area.
Only files of size less than or equal to 100.0 M can be uploaded.

Documents
*Required
Type Name Status Actions
" SF30 NotUploaded |Upload
*Balance sheets NotUploaded |Upload
Ceriicate of Incorporation NotUploaded | Upload
* Consent o sureties NotUploaded |Upload
*Evidence of securiy clearance(s) NotUploaded | Upload
~ Evidence of transfer NotUploaded |Upload
Legal opinion - novation NotUploaded | Upload
Novation Agreement NotUploaded |Upload
‘Stakeholder meeting minutes NotUploaded | Upload
Vendor Defined Not upieasosyp [[Unloas
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Propare your modification:

 Corporate Information

ogal

[ Uptoad Documents

[ submit Request
2 corpiete T incompiete

Company Name: ‘Acme Management Concepts, Inc.
Contract Number: GS35F0444T

Modification Type: Novation Agreement
UPLOAD DOCUMENTS

Attach supporting documents to this elod
Upload all documents associated with your eblod.

eblod system accepts only the following file types.
(doc, docx, Xis, Xsx, paf, b, i, htm, htm, xm, csv, ppt, ppt, /pg, ipe, gt t, i, bmp)

Please o not upload the Microsoft Excel fles with more than one print area.
Please do not upload documents with macros or embedded objects.

Please do not upload Microsoft Excel fles which contain multiple worksheets.

‘These files are not being converted correctly. eMod is resolving the process problem
‘which will enable multiple worksheets soon!

Only fles of size less than or equal to 100.0 M can be uploaded.

Documents
*Required

* What is the document type? [ vendor Definea

“Find document on your computer: CDocuments and Settings|[ Browse.
“What is the document name? Example Upload

Upload This Document +—
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UPLOAD DOCUMENTS
‘Attach supporting documents to this elod

Upload all documents associated with your ebod.

Please do not upload the Microsoft Excel fles with more than one print area.
Only files of size less than or equal to 100.0 MB can be uploaded.

Documents

*Required

Type Name Status Actions
" SF30 NotUploaded |Upload
*Balance sheets NotUploaded |Upload
Ceriicate of Incorporation NotUploaded | Upload
* Consent o sureties NotUploaded |Upload
*Evidence of securiy clearance(s) NotUploaded | Upload
~ Evidence of transfer NotUploaded |Upload
Legal opinion - novation NotUploaded | Upload
Novation Agreement NotUploaded |Upload
‘Stakeholder meeting minutes NotUploaded | Upload
Vendor Defined Example Upload Uplozded Delete
Vendor Defined NotUpioaded [Unloag
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Company Name: Acme Management Concepts, Inc.

Contract Number: GS35F0444T
Modification Type: Add Labor Category
FINAL REVIEW OF eMOD

Itis recommended that the following documents be reviewed before submitting this eMod.
r, go to any section by using the left ehiod menu

Type Name Actions
Mod Response Hod Response Review
Vendor Defined Example Upload Review
Disclaimer

“Required

In submiting a modification request, the Contractor shall abide by the Modifications Clause GSAM 552.243-72 in the
Contract Should the modification request involve price reductions, the Contractor shall abide by the Price Reductions
Clause GSAM 552.233-75 in the Contract Finally, if the modification request is for an economic price adjustment, the
Contractor shall abide by the Economic Price Adjustment FSS Multiple Award Schedules Contracts Clause GSAM §62.216-
70 (Alternate 1) andlor 1-FSS-969 Economic Price AdjustmentFSS Hultiple Award Schedule in the Contract
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Submitted Modifications
Cick on the D to view the event log for a Contract Modification

D Mod Actions__[Contract Last Update Status IAssigned To_|Actions
EPPILRSI |Selected liod Actions (GS3SFO444T [2010-09-23 10:45:00.056 | Acions Pending | Jack Green Delete Mog
REEAS010]) |Sekctes ot Actons |GS35F0444T [2010.09:30 073400045 [In Progress | ackie Jone Windaw o
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S

| 0

(£5) ()] @ ritpy/ectergsagov/eoffer_docs/DigitlCerthtmi p-BAX

File Edit View Favorites Tools Help

© Digal Certiate

FedBizOpps | CCR| GSAgov| GSA Advantagel 14 | _eofer@gsa gov

eOffer/eMod

Submit Contract Offers and Contract Modifications online.

About Digital Certificates.
You are requiredto have a digital certficate for access into the eOfferlelod applications andto sign the final documents electronically.
What s a digital certificate?
Adigital certficate is an electronic credentials that
Asserts the identit of an indvidual
Enables eOfferlelod to verify the identiy of the individual entering the system and signing documents.
Encrypt or decrypt data to ensure that tis securely transmitted.
A packet of information that s stored on a web browser or on a token.
Create digital signatures which are verifiable.

How to get a digital certificate?

o IdenTrust
+ Operafional Research Consultants (0RC) | & ————

‘« ltwilltake between 7 and 14 days for a digital certficate to be issued after you have notarized you paperwork and submitted itto the company.
« Digital certficates must be updated every two (2) years.
« itis imperative that aflected contractors keep their digital certficates current. An expired digtal certiicate will delay the abilit to submit an electronic offer or modification

How to get a Digital Cert if you are a foreign company?

Ifyou are a Foreign Company tying to do business with the General Senvices Administration using eOfferielod and need a digital certificate, follow the instructions
below:

Complets the application on the hitp:/aces orc com site for a "Aces Business Representative Certiicate”. Complete the Aces Business Representative application. The
form does not currently acceptforeign addresses, so in the fisld for the address put Virginia, 22030, United States. In the text box below putthe actual foreign address.
‘Submitthe form and printthe documents to be notarized. Then have the form notarized through one of the following methods:

'+ Gotoa US Embassy and have the documents notarized.
« Ifthey are in the US they can go to any notary, or they can to go the ORC office and have the documents reviewed.

Ifthey have questions and needto speak to someone at ORC, they can use the number below or email them.
‘The ORC ACES Customer Sevice Team
aceshelp@orc.com
(888) 8165503

They need o tellthe person they are speaking with thatthey need a ACES Business Representative Certficate and that they are a foreign company.
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EventLog

« The eliodis creatediupdated on 2011-09-22 11:23:54.786 by John Doe.
* eMod received on 2011-09-22 11:53:54.314
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EventLog

DUNS @ 100111224
Control ID: 5Z7L9IZA

Contract Number : GSO7F0079W/

Selected Mod Types Details.
‘Add Labor Category
Addiions Add Product(s)
Add SIN
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Submitted Modifications
Cick on the I to view the event log for a Contract Modification

D Mod Actions _[Contract Last Update Status. IAssigned To_Actions
EPPILRS|  [Selected Mod Actions [GSISFO44T [2010-09-23 10:48:00.056 | Actions Pending | Jack Green Edithiod ] [ Delete Mo
[26P4%0I0  |Selected Mod Actons (GS3SF0444T 2010-09-30 07:34:00.048 | Actions Pending  Jeeideoriy [ [[Edithod ] | [ Withdraw Mod
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Propare your modificatior

Edit Modificatation Type|
Corporate information
Terms & Conditions

Upload Docume

nts

submit Request

2 corpiete [T incompiete

Company Name:
Contract Humber:

Modification Type:

Acme Management Concepts, Inc.
GS35F0444T

Economic Price Adjustments (EPA) with Commercial Price List (increase)
Permanent Price Reduction (Based on Most Favored Customer)

Wage Determinations

CORPORATE INFORMATION

s the information correct?

“This informion & taken directy from Central Contractor Reaisiration (CCR).If any of this iformation s ncorrect, t must be corrected
through Central Contractor Registration (CCR). Any changes willbe reflected n eOffer in approximately 2¢ hours.

[DUNS Number 108111228
Type of Organization: Corporate Entiy (Not Tax Exempt)
‘Common Parent DUNS Number:
Company Name: ACME WANAGEWENT CONCEPTS, INC.
Doing Business As (DBA):

Asian-Pacifc Anerican Owned
Business Type: ity uned Busasss

‘SmallDisagvantaged Business.
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Submitted Modifications
Cick on the I to view the event log for a Contract Modification

D Mod Actions__ [Contract Last Update Status IAssigned To_[Actions
EPPILRS  |Selected od Actons (GSISFO44ST [2010-09-23 10:48:00.086 | Actions Pending | Jack Green Delete Mog.
2Pi500  Sclcidiod Acons GS3SFOMAT [2010.0830 07340004 | Acions Pening | Jackis Jons  —-iceasiige) | Wiaraw o
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Submitted Modifications
Cick on the I to view the event log for a Contract Modification

D Mod Actions _[Contract Last Update Status. IAssigned To_Actions
EPPILRS|  |Selected Mod Actions [GSISFO44T [2010-09-23 10:48:00.056 | Actions Pending | Jack Green Edithiod ] [ Delete Mo
[2FP490I0  |Selected Mod Actons (GS3SF0444T (2010-08-30 07:34:00.04 | Withdrawn Jackie Jone View Hod
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Submitted Modifications
Cick on the I to view the event log for a Contract Modification

D Mod Actions (Contract Last Update Status ‘Assigned To ti

[EPP1LRSI |Selected Mod Actions |GS35F0444T |2010-09-23 10:48:00.056 | Actions Pending | Jack Green Edit Mod Delete Mod.
2epi500_sccieiod Acons Go3sFOMT [2010.0830 073400048 | Spt sackesone | [ewtioa ]

SGRZP [Sekcedtios Actens a010.08300734000% [nProgress | Jackis Jone | [Eatimed ) Jumarawtios ]
bznen mmm,\m}ggm 20100930 073400045 | nProgress | Jackio Jone | [ Eatiog ) Jimarawiio |
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[E=REE)

‘This is an automatic notification to inform you that a clarification is required to contiue the process for the
contract modification against the contract (GS35F0444T) Mod No - 0002, eModID BZIYF3D

We have open a clarification case number 132
The status of the Mod is on hold ("Waiting for clarification") until the clarification is successfully completed.

The current Status of the Mod is "Waiting for Icarification”
Please find attached the following document(s):

Clarification Letter.pdf

‘This is an auto generated email. Please do not reply to this email address.

d P Clarifiation Request - Message (HTML)
- @
Fom ey [———
7" Db Gmegaemecom
-

Y| &
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Submitted Modifications
Cick on the I to view the event log for a Contract Modification

D Mod Actions__ [Contract Last Update Status IAssigned To_|Actions

EPPILRS| |Selected Mod Actions (GSISFO444T |2010-09-23 10:48:00.056 | Actions Pending | Jack Green Delete od.
26Pe900 | Selcte iog Actons |GSISFUAAST  2010.09-30 073400058 | Splt JackioJone | (_Viswhioa ]

SGRIHP |sckcted iod Actons (GSTSFOMAT 201030 073400048 | n Progress Jackis Jone

BZIVEAD |scected iod Actons[GS36FOs4T [2010-0o-swsehs | Provce Glaricaton |ackis Jone
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Exception Contract Clauses submitted by Vendor

522091 (Original) | QUALIFICATION REQUIREMENTS (AR 1996) Incomplete.

sotc ne ok T} itono st o Ctcatons
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Review Contract Clause 52.208-1 ( Original )

Instructions:
1

Your CO i requesting clarfication of the exception you wish to take. The text you submitted as your exception is displayed in the “Submitted Exception Text" box. The CO comments regarding you:
2. Read the CO comments and edit the text as it appears in the “revised exception” box. When you have finished revising the text, press the “Save To Draft”button
Submitted Exception Text

(a) Definition: "QUALIFICATION REQUIREMENT," as used in this clause, means a
Government requirement for

Comments From CO/CS.

Req. clarification for this clause, till them I
testing or other quality assurance demonstration that must be completed before
award. Test

Enter Exception Clarification and Resubmit for 52.209-1 ( Original )
TFapproved. the information provided in this screen wil appear on eLibrary for buyer(s) 1o view.
Revised Exception Text

(a) Definition:
zequirement for

"QUALTFICATION REQUIREMENT," as used in this clause, means a Goverzment

testing or other quality assurance demonstration that must be completed before award. Test

— [

Click Here to view the History of Negotiations for the Contract Clause 52.20
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Exception Contract Clauses submitted by Vendor

522091 (Original) | QUALIFICATION REQUIREMENTS (MAR 1996) ompleted

B

Submit Response ||

Select the link to view the History of Request for Clarifications
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Submitted Modifications
Cick on the D to view the event log for a Contract Modification

D Mod Actions _[Contract Last Update Jpssigned To JActi

/Actions
EPPILRSI  |Selected iod Actons |GS3SF0444T |2010-08-23 10:45:00.05|| Ready for Vendor I:-mmcmiu T View Package

esign
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Sign Contract
The following documents must be reviewed and accepted before signing.

Mod pdt !R I
7

|F All documents in the ehlod package have been remewed‘n

= —
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SIGN eMOD
The following documents must be reviewed and accepted before signing.

Documents

Standard Form 30 Review and Accept

==
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Sign Contract
The following documents must be reviewed and accepted before signing.

Mod pdt

[] All documents in the eMod package have been reviewed.

Conine )| 4——
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AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT

TCONTRACT D CO0E TAGE—OF TAGES

1] 1
T ANENONEN TGO EATION NG T EFFECTVEDATE [+ REGUISTIONPURGHASE REG NG, 6 PROJEST NG, (Fappicabie)
PO-0004 SE 168C
T eSUEDEY <ooE [T AOVINSTERED BY (Fofher Fan Fem 5] GODE

General Service Administration
MANAGEMENT SERVICE CTR
400 15 ST. S.W. (10FTP)

(GSA/FAS CONT MGMT DIV (4FQ)
1411 WEST PEACH TREE STREET
IATLANTA, GA 30365 404-331-51119

 TANE AND ADDRESS OF CONTRACTOR (No, sfeet courty, Stee and 2 Gode]

ACME MANAGEMENT CONCEPTS, INC.
6900 COLLEGE BLVD SUITE 1
OVERLAND PARK, KS 66211535

X)

9 ANENGHENT OF SOLCTTATION

O

INo.

e ——

oA NODIFICATION OF CONTRACTIORDER NG,

[108. DATED (Se€ TEw 73]
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SIGN eMOD
‘The following documents must be reviewed and accepted before signing.

Documents
*Required
Standard Form 30 Accepted by John Doe
Save and Exit Sign eMod_J<op>[_Reject eMod
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Submitted Modifications

Mod Actions

Contract

Cick on the D to view the event log for a Contract Modification

Last Update

Status

Actions

EPeiLRSI

Selected lod Actions

(GSasF044aT

(20100823 10:48:00.055

Awiting CO esign

View Facage
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EIEIQ
- @

Sent: Wed 9/21/2011 1:03 PM

v Vendor Notification for Proposal eSignature - Message (Plein Text)

Message | Adadns

From: fss.online@gsa.gov
To: John Doe <j.doe@acme.com>
e
Subject Vendor Notiication for Proposal esignature
&
Dear sir/Madam, o

Thisis to notify you that a proposal for the eoffer # (AGICR7XJ) submitted by you against solicitation 2FYB-SK-0500004-8 for (Acme Management Conceps Inc. is ready for your review and
esignature. Please click or pastge the following URL in a browser window to review your proposal.
http://eoffer

ov

This is an auto generated email. Please do not reply to this email address.
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http://wawidentrust.com/gsa/index.html IdenTrust - General Services... X

File Edit View Favorites Tools Help

denTrust

We PUT THE TRUST TN IDENTITY.

Helpdesk@idenTrust.com

eOfferis a web-based appiication that allows companies to electronically prepare and submit a Muliple Award Schedule CDEREICOS)
contract proposal to Federal Acquisition Services. The purpose of eOffer s to create an interaciive, secure electronic environment 8019248140 (outsde the US)
that simplifies the contracting process from submission of proposal to awards. This enables a seamless fransmission of data from M-F, Gam Gom MST
the vendor community to the Federal Acquisition Services contracting offices.

IdenTrust was the first certiied ACES issuer by the GSA We have been issuing ACES certifcates for over 7 years. Customers
have provided written and verbal feedback on their high level of satisfaction based on our superb customer service. St by St Business
egistraion Process

Please note: ONLY THE SUBSCRIBER OF THE CERTIFICATE SHOULD HAVE EXCLUSIVE USE - THE DIGITAL Creating a Custom Signature.
CERTIFICATE IS YOUR FORM OF IDENTIFICATION, SIMILAR TO YOUR PASSPORT OR DRIVERS LICENSE. Under the GSA Appearance in Adobe 9

Certificate Policy, it is our responsibility as an Authorized Certificate Authority to revoke the certficate in a case of loss or Certfate Center
disclosure of the private key (Passphrase) to anyone other than the subscriber. ——

About ACES.
Access Certificates for Electronic Services (ACES) ACESFAQ

CERTIFICATETYPE | SUBSCRIBER PURPOSEIUSAGE cost ACES Voucher Order Form

[Employee sutporzed 0 3ot ldenly Authentation Digal SgnatureSigning $116.00- two years
o behatiof s company | Usage. auhenticate yourse a2 an employes (sfisted) of

Vel usiness when Sgning emais nd documents, and

dentiying yoursel o gain sceess f resreted web stes.

Delivery Time 5-7 Business Days

If purchasing a large volume of certificates for your company, please contact
discounts may apply

©2012 denTrust Inc. AllRights Reserved _ IdenTrust Home | Contact Us
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MY eOFFERS ::

ACME MANAGEMENT CONCEPTS, INC.

New eOffers

Select Solicitation

Action

2BMS-BM-200808-5 Refresh#21(Schedule 007BMS) v

[__Submit Online ]

Saved eOffers
Click on the ID to view the event log for an Offer

D Isolicitation

|Last Update

INothing found to display.

Submitted eOffers
Click on the ID to view the event log for an Offer

D Isolicitation

|Last Update

INothing found to display.

signed eOffers
Click on the ID to view the event log for an Offer

D Solcitation Last Update

Status

2FYB-SK-050009-8
AGICRTZTYE S

(2010-02-03 11:36:14.64)

Ready for Vendor
esign

2FYB-SK-050009.8
Refresh#2

2010-0203

ABICRTY 11:34:12.376.

Ready for Vendor
fesign





image224.jpeg
Company Name:  Acme Management Concepts, Inc.
Solicitation Number: 2FY-SK-050009-B Refresh# 2 View PDF

‘Schedule Number: Schedule 07702

View Responses

Type Name Actions
Offer Response Offer Response. Review
Form 1449 Form 1449 Review
Letters of Supply Supply Letter Review
Authorized Dealer(s) Information Dealer Information Review
Fire Or Casuality Safety Standards ‘Saety Standard Review
Discounting Policies Discount Policy Review
‘Exceptions to Certs and Reps - 52212-3 Exceptions Review
First Aicle Testing and Approval Atice Testing Review
ORCAResponses Orcapaf Review
Authorized Dealer(s) nformation Dealer Information Review
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VIEW eOFFER
“The following documents must be reviewed and accepted before signing.

Documents
“Required

‘Standard Form 1449 Not Accepted eview and Accept
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SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS T REQUISTION NUMBER PAGE 10T
OFFEROR TO COMPLETE BLOCKS 12, 17, 23, 24, & 30

T CONTRACTNG, 3 AWARDIEFFECTIVE |4 ORDER NUWBER 5 SOLCATION RUNGER  SOUCTATION SSUE
DaTe DAt
GSOT7F0051W Refer to 31c. 2FYB-SK-050009-B 06/25/2009
e T TELEPHONE NOVBER (o calect | . OFFER DUE DATE]
7. FOR SOLICITATION calls) LOCAL TIME
INFORMATION CALL:
ACME MANAGEMENT CONCEPTS, INC
S ISSUEDBY cone 10, THS ACQUITION 5 [ UNRESTRICTED OR [ JSET ASIDE: wFoR
5 s []WOMEN-OWNED SMALL
1 SMALL BUSINESS BUSINESS (WOSS)
[ Eoanie SMALL [ economicawy issovanTacep NAICS:
SRS Dunewuroconnes
sowcepsae  Eaers s
SMALLBUSINESS [ ]8(A)
1. DELIVERY FOR FOB DESTINA |2 DISCOUNT TERWS T RATNG
TION UNLESS BLOCK IS [13a THS coNTRACT I A
s RATED ORDER UNDCR | i o7 Soicmamion
[Jsee screoue Crra s [ree
T DELVERTO cooe e ADVINSTERED BV cooe
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Company Name:  Acme Management Concepts, Inc.
Solicitation Number: 2FYB-SK-050009-B Refresh# 2| View PDF

‘Schedule Number: Schedule 07702

Sign Contract

“The following documents must be reviewed and accepted before signing.

Name. Description Action
Offer.pdf Review
Exceptions.doc. Review
Doc_From_CO.doc Price From CO Review
Discount_Policy.doc. Review
‘Supply_Leter doc Review
Safety_Standard.doc. Review
Aricle_Testing doc Review
Orcapat Review
This_is_a_test_Dealer_Info_Doc.doc Review

[J All documents in the eOffer package have been reviewed.
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Company Name:  Acme Management Concepts, Inc.
Solicitation Number: 2FYB-SK-050009-8 Refresh Number: 2

E-SIGNATURE CONSENT

By submiting a proposal to the General Services Administration (GSA) electronically, the Offeror consents to transactions of e-fecords and e-signatures between
GSA andthe Offeror
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SIGN eOFFER
‘The following documents must be reviewed and accepted before signing.

Documents.
“Required

‘Standard Form 1449 ot ccepted  ——p [[Reew and accept
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SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS T REQUISTION NUMBER PAGE 10T
OFFEROR TO COMPLETE BLOCKS 12, 17, 23, 24, & 30

T CONTRACTNG, 3 AWARDIEFFECTIVE |4 ORDER NUWBER 5 SOLCATION RUNGER  SOUCTATION SSUE
DaTe DAt
GSOT7F0051W Refer to 31c. 2FYB-SK-050009-B 06/25/2009
e T TELEPHONE NOVBER (o calect | . OFFER DUE DATE]
7. FOR SOLICITATION calls) LOCAL TIME
INFORMATION CALL:
ACME MANAGEMENT CONCEPTS, INC
S ISSUEDBY cone 10, THS ACQUITION 5 [ UNRESTRICTED OR [ JSET ASIDE: wFoR
5 s []WOMEN-OWNED SMALL
1 SMALL BUSINESS BUSINESS (WOSS)
[ Eoanie SMALL [ economicawy issovanTacep NAICS:
SRS Dunewuroconnes
sowcepsae  Eaers s
SMALLBUSINESS [ ]8(A)
1. DELIVERY FOR FOB DESTINA |2 DISCOUNT TERWS T RATNG
TION UNLESS BLOCK IS [13a THS coNTRACT I A
s RATED ORDER UNDCR | i o7 Soicmamion
[Jsee screoue Crra s [ree
T DELVERTO cooe e ADVINSTERED BV cooe
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SIGN eOFFER
‘The following documents must be reviewed and accepted before signing.

Documents
“Required

|Accepted by John Doe
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New eOffers

Select Solicitation

2BMS-BM-200808-B Refresh#21(Schedule 007BMS) v,

Saved eOffers
Click on the ID to view the event log for an Offer

D |Solicitation |Last Update

INothing found to display.

Submitted eOffers.
Click on the ID to view the event log for an Offer

D |Solicitation |Last Update

INothing found to display.

Signed eOffers
Click on the ID to view the event log for an Offer

D ‘Solicitation Last Update

AGICRTXJ [2FYB-SK-050009-B Refresh#2  (2010-02-03 14:57:14.286

waiting CO esign

AGICRTXJ [2FYB-SK-050009-B Refresh#2  (2010-02-03 14:59:47.17

Processing Vendor esign





image233.jpeg
signed eOffers
Click on the ID to view the event log for an Offer

[} Solicitation Last Update Status IActions

AGICRTXJ [2FYB-5K-05000-8 Refresh#2 2] 170204 Offeris in rejected status | [ View Ofr ] [ View Package ] [__Download Package

AGICRT)J |2FYB-SK-050009-B Refresh#2 (2010-02-04 11:01:49.42 |Offeris inrefected status | _View Offer ] [ View Package ] [ Download Package
[FOIS-RA2009RA-B 2010-03-25 [Signea by Contracting

czanunat|p o R0 rbasc e [[View Offer ][ [ View Package | [ Download Package





image234.jpeg
fss online@gsa gov Sent: Wed 9/21/2011 1:03 PM
Tor John Doe <} doe@acme com>

«

Subject  Vendor Notification Award

Dear Sir/Madam
You e-offer against solicitation number FCIS-RA-2009RA-B refresh #19 has been signed by Jackie Jone. You will soon receive your official award letter.,

This is an auto generated email. Please do not reply to this email address.
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Company Name:  Acme Management Concepts, Inc.
Solicitation Number: 2FYB-SK-050009-8 Refresh Number: 2

SIGN eOFFER

“The following documents must be reviewed and accepted before signing.

Documents.
“Required
Name Status Actions
Accepted by sherali
Standard Form 1449 rsiniinlicho View v

Sign eOffer_J<or

Reject eOffer
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signed eOffers
Click on the ID to view the event log for an Offer

[} Solicitation Last Update Status Actions

AGICRTX [2FYB-5K-050009-8 Refresh#2 2] 170204 Offeris in rejected status | [ View Ofier | [ View Package ] [ Download Package ]

|AGICRTJ |2FYB-SK-050009-B Refresh#2 2010-02-04 11:01:49.42 |Offeris inreected status | _View Offer ] [ View Package ] [ Download Package |
FCIS-RA-2009RA-B 2010-03-25 [Signed by Contracting

czanunztlp o R R bacer ([View Offer_] [ View Peskegep] [ Download Package |
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Federal Acquisition Service eOffer

(&R sumit contract offers and contract modifications online

Company Name:  Acme Management Concepts, Inc.
Solicitation Number: 2FYB-SK-050009-8 Refresh Number: 2

DOWNLOAD eOFFER

To access and retain an electronic copy of your eOffer package for your records, you must have the Adobe Acrobat Reader V5 or V6 installed on your system. Ifyou
(do not have the required Adobe Software, you must first download it and return to this page once the download and installation have been complted. Follow the
iinstructions on the Adobe Web site to installthe Acrobat Reader.

'+ Verif f vou have Adobe Acrobat Reader installed.
'+ Download Adobe Acrobat Reader.

|tk o the lnks below to download your eofe package
o [Dwnioag my Gocuments (Windows version]|
ur eOffer package using the Approvelt verifier.

'« Download my documents Non-Windows version
This download contains a non-verifizble copy ofyour eOfferpackage or your records.
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File Download - Security Warning,

Do you want to run or save this file?

Name: MyContracts.exe
Type: Applcation, 3.38MB
From: eoffer-test.fss.gsa,

—»|[ &

potentialy harm your compuet. |
1o o save this softwre. Whal's

aov
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Welcome to the Online Representations and Certifications Application (ORCA)
**Recovery vendors must register at Federalreporting.gov (click here for more information)**

ORCA s an e-Government initiative that was designed by the Integrated Acquisition Environment (IAE) to replace
the paper based Representations and Certifications (Reps and Certs) process.

Please login to add or update your ORCA record Search current ORCA Record

DUNS Number +4 (if applicable) DUNS Number +4 (if applicable)

Reset Fields

Click Here for Archive Search

MPIN

Login to ORCA Reset Fields

NOTE: Click here to leam how to create your MPIN.

*E-GOV

ORCA and other systems will be migrating to the System for Award Management (SAM)
AM over the coming months. Capability will be made available to users via SAM in stages,
starting with the Entity Management capability (CCR/FedReg and ORCA) and the
SERMICRAMDMAUSEET gy clusions portion of the Performance Information capability (EPLS) in 2012. Please see
Acquisition.gov for additional information.

Other Links

‘Small Business Administration (SBA} The U.S. Government's Official Web Portal (USA.gov)
Central Contractor Registration.gov (CCR} Business Partner Network (BPN)

FedBizOpps.gov. EAC 01-26 [

System for Award Management (SAM;

The ORCA website is best viewed using Intemet Explorer 6.0 or higher or Netscape 7.x or higher
NOTE: Session will terminate after 20 minutes of inactivity.
Click Here for feedback or comments form.
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FedBizOpps | CCR | GSAgov| GSA Advantagel 1866 472.9114 | _eoffer@0sa.gov
A
eOffer/eMod
Submit Contract Offers and Contract Modifications onlin
Welcome to eOffer/eMod
Oferletois a toolto subMit contract ffers and contract modification requests to GSA Federal Acquisition Sevice online. System Access

Ifyou are submitting an ofer under certain GSA Multple Award Schedules, you may be elgile to have an express review of
your offer under the HAS Express Program. Please click the link “Learn about the WAS Express Program and partcipating
'schedules™ below for details. If you're eligible, please sign in under the “Express Offers (eOffers)” below to see if you can Contract Offers (eOffers)

‘submit your offer electronically. > Prepare and submit eOffer
> Continue working on saved eOffer

Ifyou are not eligible for the MAS Express Program at this time, please submit a standard offer by signing in under the > Edit submitted eOffer

“Coniract Offers (eOffers)” below.

NEW feciive November 1, 2011, he Mulple Award Schedule (MAS) Program will no longer accept Express offes. The HAS
Express Pilot Program s coming fo an end. Any ofers submitted before or on Oclober 31, 2011 will be reviewed and have an

opportunity o go through the Express evaluation process. NEW- T ——
About eOffer (eMods)
Learn More About: Customer Assistance and Training: > Prepare and submit modification

« cofer + User Guides/Training request
 Express Ofers = Oferieblod User Guide > Continue working on saved
* ellod « Erequently Asked Questions (FAQ) modification request
* Mandatory ellod Pilot * ContactUs > Edit submitted modification ¥
* Digtal Certificates o MAS 520 (FABS) and 509 (TSS) Contractors - Pricing request
+ Auhorized Negotiztors Pilot NEW
+ Subcontracting Plan logel Template

HIAS Schedule Soliciation:

Notifications
o Site Maintenance Schedule

Express Offers (eOffers)
> Prepare and submit Express
eOffer

Before you Begin > Continue working on saved
Express eoffer

> Edit submitted Express eOffer

Ifyou are submitting an eOffer: Ifyou are submitting an el

Do vou already have a digital certficate?

1. Have vou reviewed the solicitation vou wantto make 1
an offer against? 2. Is vour DUNS number and Contract number
Have vou passed the "Pathways to Success” availavle?

training? 3. Are you an authorized neqotiator on the contract?
Did vou get vour DUNS number? 4. Youmay now submitthe mod.

Have vou reqistered with CCR and with ORCA?

Have vou applied for a diaital certiicate?

Ifyou have done all ofthe above, enter "eOffer” atthe

right

EX PSS

This s a US. General Services Adminisiration Federal Government computer system that s "FOR OFFICIAL USE ONLY" By using this system you acknowledge: this
‘systemis subjectto monitoring. Unauthorized attempts to upload information, view information, or change information of other vendor's data and attempts to bypass
‘authentication or authorization mechanisms to gain access into unauthorized areas of the website and any other actions that would compromise the confidentiaity,
inteqrity, and availability ofths system are stricty prohibited and may be punishable under the Computer Fraud and Abuse Act of 1985 and the National Information
Infrastructure Protection Act
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Propare your eOffer:

Company Name: Acme Management Concepts, Inc.

Corporate Information | Solicitation Number: 2FYA-AR-060004-8 Refreshi# 19 [VIZ PDE | Schedule Number; Scheduls 73810
[ ogotiators CORPORATE INFORMATION
[l Goods/services Is the information correct?
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Country: UsA
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* For this Offer, negotiator information is missing.
* Negotiators name and email should be exactly the same as in the digital certificate of that user.
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Offerors can add muliple negotiators. A minimum of one negofiator must have signature authority, but it is STRONGLY
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[ socitation Clauses
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[ submit cotter

e [ ncomplte

recommended to have at least two valid Negotiators. Negofiators without signature authority may prepare he eOffer but
only negotiators with signature authority may submit the eOffer and sign the Contract.
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om0 Doe. [ Authorizeato sign [Ecit| Detete] |
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[ Goods/services 595 21- HUMAN RESOURCE SERVICES (Excluding EEO Services)

o “Requires

[ Standard Rosponsos eaure

[ solecitation Clauses “NAICS Code

T NAICSis the North American Industy Classification System for ciassifing establishments by type of economic actity,
[T vproad ocuments emphasizing what your company does.

[ submit eofter Whatis the NAICS code for this SINp 561611~

[
*scope ¥

Whatis the Scope for this SINp Contractor will provide domestic and overseas delivery ~

“Estimated Sales.
Whatis your company's total projected annual sales to the Government under this SIN for the contract base period
(excluding optional contract renewals)?.

Whatis the estimated sales for this SIN? 10000

“Commercial Delivery Schedule (552.211-78) %
Will delivery be within 30 days afer receipt o order (ARO)?

res O No

o, within how many days?

is the expedited delivery time? (In Days)
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compiete [T incompete

“Disaster Recovery Purchasing Program
Does the offeror agree to voluntarily participate in the Recovery Purchasing Program s described in GSAR
552 238-80,"Use of Federal Supply Contracts by Certain Entities-Recovery purchasing’ i this solicitation?

©Yes ONo

“Exceptions To Terms And Conditions
Does the offeror take exception to any of the Terms and Conditions (Contract Clauses) presented in Part i of the
‘Solicitation Document2(f “yes" is selected, the offeror must provide documentation for each contract clause
selected for exception. The exception(s) the offeror requests will be negotiated with the GSA Contracting Official
©))

“Exceptions To Orca Certs And Reps (52.212-3)
‘The offeror verifies by submission of his offer hat the representations and certfications currently posted
electronically at FAR 52.212-3, Offeror Representations and Certfications-Commercial ems, have been entered
or updated n the last 12 months, are current, accurate, complete, and applicable to this solicitation (including the
business size standard applicable to the NAICS code referenced for this solcitation), as ofthe date of this offer
‘and are incorporated in this offer by reference? (I No' is Selected, the offeror must submit an attachment listing the.
paragraph(s) which have changed and identity, after each paragraph, what has changed. Please ttle the.
attachment, Exceptions to Certs and Reps-52212-3.)

*American Recovery And Reinvestment Act 2009 % %

In order for Contractors to accept orders placed with funds, in whole or in par, allocated to the ‘American Recovery
and Reinvestment Act of 2009, clauses 52.203-15 and 52.204-11 must be incorporated by reference under clause.
52.212-5. Contractors hereby agree to have clauses 52 203-15 and 52.204-11 inthe contract

“Employment Eligibility Verification (Jan 2008) %

As per the FAR, Clause 52.222-54, Employment Eligibilty Verification (Jan 2009), Federal contractors and
‘subcontractors are required to begin using the U.S. Ciizenship and Immigration Senvices' E-Verify system to verify
their employees' ligivilyto legally work in the United States.

Yes © Not Applicable.
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“City: ‘Some Town
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Ifinterational:
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IFUS (O000CX0KX) O (X0OXKX), If International (free form textf: 222222
“Country: UNITED STATES
“Phone:
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Fax

IFUS (OX-XX-XXXX) I International (free form text)

“Email j doe@acme com
DUNS:

e Add Point of Contact Information
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=——————————— Addresses for Ordering Information.
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You can add multiple Ordering Information but one ata time.
* Required
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[EEE Upload Documents
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I Upiosd Documents by GSA's Federal Supply Service (FSS)
[==r— S Facsmie Transmission or
== | ® Computer-to-Computer Eectrnic Data Interchange (ED)
I compiete (O] incompiets

T Facsimile transmission s Selecied. you are requested to ndicate the telephone number for the facsimie:
transimission equipment where orders should be forwarded.

What i your Fax number? I US 0OCX00C0004), I nernatonal free form text):

Or, f computer-to-computer EDI & seecied, you are requested to indicate the name, address and teephone.
number of the representative o be contacted regarding establishment of an EDI ferface.

What s your representative’s contact information”

“Name: John Do
Title: Manager

“Address 123 Any Street
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“Cy: ‘Some Town

“State:

frus: u -

FFintemational:

Zip
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“Country UNTEDSTATES  +
“Phone:

1FUS (OX00GX000K)If International (free form text): 5555556555

Fax

HFUS (OX00GX00K)If International (free form text):

“Email idoe@acme com

-0 Add Ordering Information
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